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INTRODUCTION 


Index to Articles Appearing ia the 
Records Management Quarterly 


Over the years, a wealth of information has been published in the Records 
Management Quarterly. Often, these articles have been more valuable not with 
their immediate publication but in retrospect—when their subject matter is the 
focus of research: for a report, presentation, proposal or just general interest. 

It can be a challenge to get back to these articles weeks, months, and even years 
after their publication. The authors have developed this index, utilizing library 
indexing techniques to enhance its reference value. Each article has been assigned 
a primary subject heading. Many of these articles have also been assigned 
secondary headings (in recognition of the fact that articles may have research 
value for more than one subject). All headings are nected in capital letters. The 
index is arranged in alphabetical order by these headings. When available, article 
abstracts have been included under primary entries only. For secondary entries, 
the primary headings have been noted at the bottom of each entry, to refer the 
user to primary entries for abstract text (see SAMPLE below). 





MICROGRAPPICS 


Rugen, Orrin 

Role of the computer in banking, The 
Oct. 1973 Vol.7 No.4 Page 11 

see AUTOMATION 





AUTOMATION 


Rugen, Orrin 
Role of the computer in banking, The 

Oct. 1973 Vol.7 No.4 Pagell 
An interesting and informative review of the application of computers to 
banking operations with emphasis on the various generations of com- 
puters and the impact of computer output microfilm on the processing of 
banking transactions. 











The authors developed a limited thesaurus of subject headings. “See” refer- 
ences and “See Also” references have been included to direct the user from 
commonly-used subject terminology to headings used in the index. 

Articles have also been cross-indexed by author and title. 

The authors hope that this new indexing format will facilitate research of the 


articles appearing in RMQ and therefore increase the overall value of this 
publication. 
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CUMULATIVE INDEX 


ACTIVE RECORDS MANAGEMENT 


see also 
FILING EQUIPMENT & SUPPLIES 
FILING SYSTEMS 


ACTIVE RECORDS MANAGEMENT-OPERATIONS 


Blankenship, John A. 
File Review Program, A 
Oct 1968 Vol.2 No.4 Page 29 
A practical approach to the review of files usage is demonstrated by a 
case study at Martin Marietta Corporation. 


Brown, Gerald F. 
Statistical sampling and the file survey—a case study 

Jan 1970 Vol.4 No.1 Page19 
One of the most effective means for selling management on any given 
phase of records management is to provide them with meaningful 
documentation in support of a proposal. The use of statistical sampling 
can be of particular value as discussed in this article. 


Christiansen, Barbara A. 
An analysis of active storage areas, equipment, and supplies 

Apr 1982 Vol.16 No.2 Page5d 
Part III of a special feature representing an analysis of data compiled 
from a survey of 67 selected companies located in 12 selected cities 
throughout the U.S. Part I included the total number of employees in 
the companies surveyed, the number of employees in the records 
management functions of those companies, the titles of the supervisors 
of the respondents and the kinds of tasks the respondents perform. Part 
II covered responsibilities and training of employees, requirements for 
employement, job-introduction training, financial support of employing 
firms and professional organizations. Part III begins with a summary of 
findings of the data in Part II and then discusses in detail active files 
management. 


Cullivan, Kathryn Gould 
Problems and Solutions in Records Management 

Apr 1984 Vol.18 No.2 Page 40 
As administrative assistant and records manager for a mid-west law 
firm, the author found that procedures based upon the principles of 
records management gave her firm a greater control over the movement 
of files within the office. In this article she offers some straightforward 
examples of the basic elements of a records management program and 
shows how these elements can solve some of the filing problems which, 
based upon a survey she conducted, were common in the law firm in her 
area. 


Daum, Patricia B. 

Implementing administrative file systems: practical experience 
Apr 1985 Vol.19 No.2 Page 36 

see INFORMATION RETRIEVAL SYSTEMS 


Gallant, Winifred 
Beyond files freedom and dignity 
Oct 1977 Vol.11 No.4 Pagel8 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


Gunther, Mike 
Lang, Barbara 
Analysis and Interpretation of Data from an Operational Audit of 
Active Files 

Jan 1984 Vol.18 No.1 Page5d 
This is the last in a three part series of articles on operational auditing of 
active files. Data analysis and interpretation is both art and science. 
Data must be organized into meaningful units and various computations 
performed during the analysis phase. Interpretation must be done with 
an eye to various pitfalls which can lead a records professional astray. 
Techniques for both analysis and interpretation are discussed. 


JANUARY 1988 


Gunther, H. Michael 
Lang, Barbara 
Conducting an Operational Audit of Active Files 

Oct 1983 Vol.17 No.4 Page5d 
This is the second in a three-part series of articles on operational 
auditing of active files. It covers final planning details and moves from 
there to ti:e actual conduct of the audit itself, including communications 
and handlin; of audit forms. 


Gunther, H. Michael 
Lang, Barbara 
Planning for an Operational Audit of Active Files 

Jul 1983 Vol.17 No.3 Page 30 
This article is the first in a series covering the approach taken by one 
organization to evaluate the effectiveness of its filing activities. The 
audit procedures used is described and illustrated to provide the reader 
with a blueprint for possible application. 


Marks, Suzanne Curtis 
Brobst, Janice 
Records management at the Appaloosa Club 

Jul 1977  Voi.11 No.3 Page 26 
Exposure to actual records management programs is one of the most 
effective means of training students in this important administrative 
activity. A class project at Washington State University provided such 
an opportunity and, as presented here, also gives an excellent case study 
on how a national association manages its records. 


Payne, Marjorie Thomas 

Centralized files and correspondence control 
Jul 1969 Vol.3 No.3 Page 27 

see FILING SYSTEMS 


Rapp, Robert W. 
Problems and peculiarities of personnel records for animals, The 

Apr 1985 Vol.19 No.2 Page 14 
Animal personnel records vary considerably from human personnel 
records. Items forbidden as human records, such as health record, 
breeding habits, genealogical data, personality traits and relationships 
with other living creatures are of prime importance. These must be 
maintained in such a manner to allow them to exist with dignity and in 
harmony with nature. 


Rice, Robert D. 
Instant Knowledge-A Centralized Reference Library 
Apr 1976 Vol.10 No.2 Page 32 


Ross, Donald G.E. 
Records keeping system in a major health care facility, The 

Oct 1982 Vol.16 No.4 Page i2 
This paper was prepared as part of the course requirements for the 
Records Systems Administration Home Study Course offered through 
California State University-Los Angeles. It provides an excellent case 
study on the administration and management of hospital! records. Areas 
discussed include: filing systems layout, modes of communication, 
transfer of records, micrographics and destruction of records. 


Sanders, Robert L. 

Subject files: an unanswered challenge to records management 
Jul 1985 Vol.19 No.3 Page 32 

see CORRESPONDENCE MANAGEMENT 


Sease, Sandra Amigone 
Records management in law offices 
Oct 1985 Vol.19 No.4 Page3 
see RECORDS MANAGEMENT PROGRAMS 


Springer, James J. 
Creation of a new filing system 

Jan 1977 Vol.11 No.1 Page 14 
see FILING SYSTEMS 





Trombley, Hope V. 
Impede or Succeed 
Apr 1967 Vol.1 No.2 Page 18 

The records manager must never overlook the need for an effective filing 
system. The ability to retrieve needed correspondence rapidly is essen- 
tial to good business operations. An approach to the development of an 
efficient and economical filing system utilizing an automation approach 
is considered. 


Warren, Alfred E. 

Records of the U.S. Nuclear Regulatory Commission, The 
Jan 1981 Vol.15 No.1 Page 24 

see RECORDS MANAGEMENT PROGRAMS 


ACTIVE RECORDS MANAGEMENT-PLANNING 


Austin, Robert B., CRM 
Payroll-Personnel Records 

Jul 1976 Vol.10 No.3 Page 15 
Personnel records are of concern to all records managers regardless of 
the size or type of business with which he is involved. The records 
manager, if he is to properly handle such important documentation, 
must become involved in their format, content, use, and retention. This 
article considers each of these elements and presents a well defined 
program for efficient and effective payroll-personnel records manage- 
ment. 


Bennick, Ann, CRM 

Filing and Records Management for the Small Business: An Overview 
Jul 1983 Vol.17 No.3 Page14 

see RECORDS MANAGEMENT PROGRAM-PLANNING 


Farr, Anthony P. 
Case for Central Filing, The 

Jan 1976 Vol.10 No.1 Page18 
A practical examination of central filing systems, their need, personnel, 
and benefits to the overall company requirements for filing and finding 
information. A five point benefit program is outlined for easy applica- 
tion. 


Gover, Roy L. 
Development of a Decision Model for the Retention of Records 
Pertinent to Product Liability Defense 
Oct 1975 Vol.9 No.4 Page 20 
see RETENTION SCHEDULES 


McLellan, Peter M.. CRM 
Police Administrative Files 
Jul 1979 Vol.13 No.3 Page17 

A well defined and documented file plan is the key to an effective 
retrieval system. Police files are of particular concern to police person- 
nel, the general public, citizens’ groups, and local, state and federal 
legislators and require specialized access capability. This article dis- 
cusses how the Seattle Police Department developed a file plan to meet 
these multiple needs and presents samples of file plan contents. 


Morin, Robert P. 
Relocating a Records Management Operation 

Oct 1976 Vol.10 No.4 Page5d 
The records manager, because of his interest in all aspects of paperwork, 
will become involved in office moves. These moves may vary from a 
simple rearrangement to a complete relocation. A step-by-step plan is 
outlined in this article covering both the preparation and the physical 
move requirements of a particular value to the records manager. 


Motz, Arlene, CRM 
Applying Records Management Principles to Magnetic Media 

Apr 1986 Vol.20 No.2 Page 22 
Managing files stored on magnetic media can be extremely difficult if 
there is little or no consistent and adequate system-wide planning, 
organizing, and controlling of information. For example, if all operators 
and users of the system do not ask for and name files based on some 
standardized procedures, chaos will result when searching for informa- 
tion. This and other problems are addressed in this article. 


Shirn, John, CRM 

Manifold Methods of Records Management 
Jan 1979 Vol.13 No.1 Page 10 

see FILING EQUIPMENT & SUPPLIES 


Springer, James 
Development of a Records Continuity Program 

Oct 1976 Vol.10 No.4 Pages 
The physical move of a major file operation from one location to another 
involves considerable planning and effort. The problems associated with 
such a move become even more complex when it becomes necessary to 
combine files resulting from the joining of two separate organizations. 
This article covers a case study of such a project in the insurance 
industry. 


Totten, F. Maxine 
What To Do With What You Have 

Oct 1967 Vol.1 No.4 Page 22 
A proper analysis of filing systems is essential to the establishment of 
workable techniques for finding and retrieving information. A noted 
records management specialist discusses a program for files improve- 
ment. 


APPRAISAL 


see 
RETENTION SCHEDULES 


ARCHIVES MANAGEMENT 


see also 
INACTIVE RECORDS MANAGEMENT 
INFORMATION PROFESSIONS 


Fire Protection System Protects Rare Document Vault 
Jan 1984 Vol.18 No.1 Page 64 


JPL. Monitoring System for Charters of Freedom 
Apr 1984 Vol.18 No.2 Page 51 


Principles for state archival and records management agencies 
Jul 1978 Vol.12 No.3 Page 42 

The principles adopted by the National Association of State Archives 
and Records Management Administrators, for state archives and rec- 
ords management agencies are based upon the premise that government 
records, unlike documentary materials which emanate from private 
sources, have a unique character that imposes special responsibilities on 
the agencies that preserve and manage them. These principles and 
responsibilities are outlined in this article. 


Andreassen, John C. L. 
Conservation of writings on paper irr Canada, The 

Jan 1970 Vol.4 No.1 Page 15 
An earlier version of this paper was used by a formal committee of 
McGill University librarians, museologists and archivists charged with 
developing a plan for the conservation of McGill’s holdings of reference 
and research materials. Records administration materials were also 
involved. 


Andreassen, John C. L. 
Conservation of Writings on Paper, The-A Summary from the Litera- 
ture 

Jan 1971 Vol.5 No.1 Page 16 


Archer, John Hall 
Archival facilities in universities in Canada 

Jan 1969 Vol.3 No.1 Pagel4 
A detailed study on current archival facilities in universities in Canada 
with particular attention to their interest in business records. Problems 
are considered and recommendations made for more effective collection 
and care of such documents. 
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Bissonette, Andre 
Freniere, Andre and Murielle 
New Concepts in Archives Management 

Apr 1975 Vol.9 No.2 Page18 
Archivists have always had their minds set on better conditions and 
methods for the conservation of documents. However, while they were 
trying to retrieve important historical documents, a paper explosion was 
brought about by the new administrative concepts. This phenomenon 
was conducive to the development of records management. During the 
past few years, the archivist and records manager have worked each on 
their own account without establishing a common base for the respective 
line of work. This bilingual article raises new questions. 


Brichford, Maynard 
Business use of business history 

Oct 1970 Vol.4 No.4 Page 14 
An academician dis~...ses his concepts of business history and the need 
for more emphasis on scholarly research. His analysis of business 
attitudes toward archival programs is both direct and meaningful. 


Bridges, Edwin C. 
Can State Archives Meet the Challenges of the Eighties? 

Apr 1986 Vol.20 No.1 Page15 
In the last three years, a number of studies have been published on the 
condition and needs of American state archives. This article is an 
attempt to report on and summarize these studies and to comment on 
their implications for the future administration of historical state 
government records. The author believes that these reports reflect 
major, perhaps even revolutionary, changes that will be required in the 
administration of state records if those of historical value are to be 
preserved. 


Brown, Gerald F. 
Archivist and the Records Manager, The: A Records Manager’s View- 
point 

Jan 1971 Vol.5 No.1 Page 21 
A subject of continuing interest to records management practitioners is 
examined by a records manager who also presents some interesting 
suggestions for a better working relationship between the archivist and 
the records manager. 


Burke, Frank G. 

SPINDEX applications to large records holdings 
Jan 1981 Vol.15 No.1 Page 10 

see INFORMATION RETRIEVAL SYSTEMS 


Carvalho, Joseph III 
Archival Application of Mathematical Sampling Techniques 

Jan 1984 Vol.18 No.1 Page 60 
One of the most pressing issues confronting archives collecting late 19th 
century and 20th century records of business and government is the 
sheer bulk of the material. This records explosion threatens to over- 
whelm present-day archival capacity. The high cost of processing and 
limited capacity for storage have created a dilemma for the archivist. 
Hard choices must be made in the appraisal process, a process which 
must now seriously consider and apply reliable sampling techniques. 


Charman, Derek 
Expanding Role of the Archivist 

Jan 1980 Vol.14 No.1 Page 24 
see INFORMATION PROFESSIONS 


Coker, Kathy Roe 
Confidentiality of records and access: a survey of state archival institu- 
tions 
Jul 1982 Vol.16 No.3 Page 22 
see LEGAL AND ETHICAL RESPONSIBILITIES 


Coker, Kathy Roe 

Records appraisal: practice and procedure 
Oct 1985 Vol.19 No.4 Page 48 

see RETENTION SCHEDULES 


Cushman, Helen M. Baker 
Processing Fashion Information 
Jan 1972 Vol.6 No.1 Pagell 
Fashion history, sewing history, dress pattern history, and marketing 
history as it relates to consumer goods in a number of fields, are all 


JANUARY 1988 


represented by Butterick Archives. The author presents a most interest- 
ing account of the Archives and an “exclusive” view of some of its 
pictoral holdings. 


Cushman, Helen M. Baker 
Trade cards—recerds of the advertising department 

Oct 1970 Vol.4 No.4 Page17 
Join a leading specialist in business archives as she takes you through an 
exciting exploration of an era when the trade card rather than TV told 
us what products to buy. Valuable suggestions are also made for the 
proper preservation of such materials. 


Cushman, Helen 
Using business history 

Jul 1977 Vol.11 No.3 Page5d 
Who uses company history? A company’s anniversary is one time when 
the subject of company history is likely to be raised. The anniversary is a 
milestone in the corporate existence when many companies have 
discovered that this history is a valuable asset. The author, a noted 
specialist in the preparation of company histories, presents a valuable 
outline of the factors to be considered in such an effort. 


Davidson, Helen L. 
Selling management on business archives 

Jul 1969 Vol.3 No.3 Page 15 
The establishment of a company archives, its management and use, are 
discussed in detail by a practicing company archivist. Also present is a 
valuable guide as to the types of records which should be considered in a 
company collection. 


Farr, Anthony P. 
Archives for the Amateur 

Jan 1972 Vol.6 No.1 Page 16 
The records manager must not overlook the historical value of records as 
he attempts to streamline company record keeping activities. While the 
proper care of archives require specialized training, there are certain 
guidelines for the amateur archivist. 


Fretz, Bettie McNamara 
Accessibility of records in the Smithsonian Institution, The 

Jul 1981 Vol.15 No.3 Page 39 
The tentacles of the Smithsonian Institution reach to the moon, to the 
bottom of the sea and to the bowels of the earth. Scholars from 
throughout the world have been contributors or benefactors of the 
Smithsonian's extensive repositories of knowledge. Its in-depth re- 
sources cover everything from astrophysics to zoology and from fossils 
and stones to satellites. The world’s largest museum complex, the 
Smithsonian Institution consists of twelve museums and the National 
Zoo, and has collected more than 700 million objects and other 
specimens, of which about one per cent is on public display. The readily 
accessible records of the Smithsonian Institution have left their mark on 
society. 


Gordon, Stanley B. 
Municipal Archives, The-Where the Archivist Meets the Records Man- 
ager 

Oct 1971 Vol.5 No.4 Page 14 
A city records administrator discusses the role of archivist and records 
manager in the management of municipal records. Of particular value is 
his description of those types of records that constitute municipal 
archives. 


Greene, Kathryn M. 
Records-Public or Private? 
Jul 1979 Vol.13 No.3 Page9 
see LEGAL & ETHICAL RESPONSIBILITIES 


Hickey, Jan 
Archives/records management in Alaska 

Apr 1977 Vol.11 No.2 Page 36 
1975 was a landmark year for Alaska’s Archives and Records Manage- 
ment Service. It marked the fifth anniversary of the combined program 
and was the year that the staff moved from cramped temporary facilities 
into a new modern facility in Juneau. This article traces the develop- 
ment of this combined archives/records management program. 





Hives, Christopher L. 
Records, Information, and Archives Management in Business 

Jan 1986 Vol.20 No.1 Page3 
Archivists, particularly in the corporate world, have begun to reconsider 
traditional roles in which long-time employees are hived away in 
basements and back rooms from which they collect the company’s 
“historical” material as it becomes available. This article argues for the 
need to integrate the activities of the archival programme with records 
management to ensure the systematic growth of the archives. In 
addition, it also discusses the possibility of the archivist assuming an 
active role in the fiow of corporate information in which the traditional 
barriers between historical and current records are broken down. 


Kadooka-Mardfin, Jean T. 
Municipal Archives of the City and County of Honolulu, The—Its 
creation and collection 

Apr1977 Vol.1i No.2 Page 38 
This article describes the Archives organization in Honolulu and its 
collection. 


Kurtz, Wilbur George Jr. 
Business archives in the corporate function 

Apr 1970 Vol.4 No.2 Page5d 
A corporate archivist and historian presents an indepth evaluation of 
the position of company archives in the past, present and future 
activities of American business, with particular concern to its problems 
of operation and maintenance. 


Levstik, Frank R. 
Archives program in Ohio, The 
Jan 1977 Vol.11 No.1 Page 42 

The status of most state and loca] government records in the Midwest 
has until recently been a tale of shame with much historical documenta- 
tion being lost, damaged or destroyed. Until the present decade, Ohio 
proved to be the rule rather than the exception. With adequate staffing 
levels and suitable storage facilities the archives program in Ohio piaces 
it in a leadership role for the nation. This article traces the development 
of this model archives program. 


Lovett, Robert W. 
Librarian, the Historian and Business Archives, The 
Apr 1968 Vol.2 No.2 Page9 
A prominent librarian and historian discusses the state of business 
archives and some of the problems inherent in their accumulation. 


Lowell, Howard P. 
Elements of a State Archives and Records Management Program 

Oct 1987 Vol.21 No.4 Page 
In the United States each state supports a program for managing and 
preserving its records. These programs vary significantly in scope, 
resources, and sophistication. This article suggests elements for a 
comprehensive state archives and records management program, pro- 
viding benchmarks against which to evaluate existing state programs. 
Absence of one or more can make program goals-to effectively manage 
the records of state government and to preserve for future citizens those 
with enduring value-difficult to achieve. 


Lowell, Howard P. 

Preservation microfilming: an overview 
Jan 1985 Vol.19 No.1 Page 22 

see MICROGRAPHICS-SYSTEMS 


Lowell, Howard P. 
Preserving Recorded Information-The Physical Deterioration of Paper 
Apr 1979 Vol.13 No.2 Page 12 

There is increasing concern among records managers about the problems 
caused by physical deterioration of the media on which information is 
recorded. Paper remains predominant in most information systems yet, 
within the span of a few years, many of our paper records degenerate into 
masses of unusable, brittle and discolored documents. This article 
reviews the factors known to cause paper deterioration and suggests 
actions records managers can take to lessen the impact of these 
destructive forces. Although emphasis is placed on paper, many of the 
causes and criteria for preventive actions cited are applicable to other 
recording formats. 


Lytle, Richard H. 
Relationship Between Archives and Records Management, The: An 
Archivist’s View 

Apr 1968 Vol.2 No.2 Page5d 
An often discussed topic is reviewed by a university archivist who offers 
some interesting viewpoints on the common and conflicting interests of 
records managers and archivists. 


Matthews, Linda M. 
Archives of The Coca-Cola Company, The 

Jul 1975 Vol.9 No.3 Page9 
This article considers the factors which contribute to the successful 
development of a company archives. The author, through interviews 
with the archivist of The Coca-Ccla Company, has prepared a valuable 
study on one of the outstanding archives in business today. 


McLellan, Peter , CRM 
A sense of history 

Jul 1978 Vol.12 No.3 Page 16 
A records manager/historian takes a concerned look at the history of law 
enforcement, its developments to date, the barriers inherent in its types 
of records, and the future prospects for the preservation of organization- 
al records. 


Minkler, Whitney 

Starbird, Robert W. 

Determination of harmful residual chemicals on archival film 
Jan 1985 Vol.19 No.1 Page 30 

see MICROGRAPHICS-SYSTEMS 


Orgain, Marian M. 
Starting a company archives 

Jan 1974 Vol.8 No.1 Page9 
Many factors enter into the planning of a company archives. These 
factors are discussed and practical guidelines provided to make such an 
effort meaningful. The author also includes some suggested reference 
sources for further study on the subject. 


Ricks, Artel, CRM 
Records management as an archival function 

Apr 1977 Vol.11 No.2 Page 12 
An examination of the growth and development of records management 
in the U.S. Government, Federal and State and its worldwide status. 
Based upon a survey conducted by the author in preparation for a 
presentation before the International Congress of Archives held in 
Washington, D. C. in 1976, the article effectively defines the relationship 
between the archivist and the records manager and presents an excellent 
description of the activities of the National Archives and Records 
Service. 


Ridge, Allan D. 
Records Management: The Archival Perspective 
Jan 1975 Vol.9 No.1 Pagell 

One who serves as both an archivist and a records manager can best 
analyze the relationship between these two disciplines. The author, a 
director of archives and management services, provides some highly 
provocative viewpoints on the role both play in the overall historical and 
administrative requirements of any organization. 


Riley, Susan 
Archivists escalate business war on paper 

Jul 1969 Vol.3 No.3 Page 29 
Most businesses wage an interminable paper war because they must 
keep records for tax purposes and future decisions. They are also being 
asked to keep those records which might be of historical interest. The 
Business Archives Council of Canada was formed in May, 1968 to 
encourage the preservation of historical business records and to promote 
the study of business history. This article examines the extent to which 
businesses are cooperating with the Archives Council. 


Riley, Thomas W., CRM 
Adorjan, John G. 
Company history—a by-product of good records management 

Oct 1981 Vol.15 No.4 Page5d 
The records manager can make a significant contribution to the 
procedures needed for the proper collection and maintenance of an 
organization’s archival materials. The authors discuss the approach 
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We honestly believe we have excellent software designed 


to manage your WAREHOUSE RECORD KEEPING 
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used by their company in identifying and applying records management 
techniques to indexing and housing. 


Rumer, Thomas A. 
Corporate History and the Records Manager 

Oct 1984 Vol.18 No.4 Page i2 
From personal experience researching and writing for a wide range of 
corporations and organizations, a public historian outlines important 
steps for approaching a company history project and for establishing an 
archives that can become a growing testament to corporate memory and 
the relational skills of records management. 


Sanders, Robert L. 
While Waiting for the Real Computerization of Your Archives... A 
Lo-Tech Recipe 
Oct 1984 Vol.18 No.4 Page5d 
see INFORMATION RETRIEVAL SYSTEMS 


Schultz, Charles R. 

Archives in business and industry: identification, preservation and use 
Jan 1981 Vol.15 No.1 Page5 

After reviewing the literature relating to the subject at hand, the author 

discusses records which ought to be saved, steps to be taken to preserve 

them and what uses may be made of them by both the company and 

outside researchers. 


Smith, Wilfred I. 
Public archives of Canada, The 

Jan 1973 Vol.7 No.1 Page 23 
The Dominion Archivist of Canada and newly elected president of the 
Society of American Archivists presents an interesting digest of archives 
in Canada and some concepts on the significance of Archives and 
Records Management. 


Thompson, E. A. 
Restoration and Preservation of Books and Documents 

Jan 1971 Vol.5 No.1 Pagel3 
A noted bookbinder discusses the various elements which affect the 
physical condition of books and documents and offers some valuable 
guidelines concerning their restoration and preservation. 


Tobey, Ronald 
Establishing a Municipal Archives in Riverside 

Jan 1975 Vol.9 No.1 Page 16 
The advancement of any profession is based upon its development of a 
strong educational involvement. Joint efforts between institutions of 
higher learning and organizations in government and industry can result 
in studies of mutual benefit. Such a project was undertaken in Riverside, 
California, and it offers some tangible suggestions for other cities. 


Tutorow, Norman E. 

Note on Federal Records Centers and activities of branch offices of the 
National Archives 

Jul 1970 Vol.4 No.3 Page9 

Legislation passed by Congress in 1950 provided for the establishment of 
a series of Federal Records Centers located in over a dozen key 
geographical centers in the nation. This move was prompted by a need to 
provide better and less expensive storage facilities for current and 
noncurrent records of federal agnecies and to take the pressure off the 
National Archives in Washington, where the walls were beginning to 
bulge with almost a million cubic feet of documents designated for 
permanent retention. 


White, Karen 
Establishing a business archives 

Oct 1981 Vol.15 No.4 Page 10 
Surveys show that corporate managers are neglecting resources that are 
economic and legal assets with a potential for improving procedures. 
This author sets forth a plan for corporate corrective action with 
emphasis on the archival aspects of information management and how 
they are most effectively developed. 


Zabrosky, Frank A. 
Archives of industrial society at the University of Pittsburgh, The 

Apr 1969 Vol.3 No.2 Page8 
In a previous issue of RMQ, the treatment of business archives in 
universities in Canada was considered. In this article a study is presented 
of the manner in which American educational institutions are ap- 
proaching the preservation of business records. 


ARMA 


see 
PROFESSIONAL ORGANIZATIONS 


ASSN. OF RECORDS MANAGERS & ADMINISTRATORS 


see 
PROFESSIONAL ORGANIZATIONS 


AUTOMATION 


Adams, Jim, CRM 
Word processing—information management 

Apr 1978 Vol.i2 No.2 Page 33 
Word processing at CF Industries is a key administrative support 
function. All of the forms, reports, procedures and equipment and space 
configuration detailed in this paper were developed and implemented by 
CF people—a reflection of the cooperative spirit needed to make a 
concept work. An informative and interesting case study for office 
administrators and records managers involved with or planning a word 
processing installation. 


Alldredge, Everett O. 
Documenting Computer Operations 

Apr 1967 Vol.1 No.2 Page 13 
A federal specialist discusses techniques for documenting computer 
operations at government installations. A timely and valuable digest of 
recommended practices for records managers in both private and 
government positions. 


Austin, Robert B. 
Computerized Records Center Indexing System 
Oct 1975 Vol.9 No.4 Page 15 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Austin, Robert B. 

Computerized technical document index system 
Oct 1974 Vol.8 No.4 Page9 

see INFORMATION RETRIEVAL SYSTEMS 


Benedon, William, CRM 
Automated Scheduling/Records Center Operations 

Apr 1980 Vol.14 No.2 Page18 
This article addresses itself to the conversion of a manual system to an 
automated system. A program utilizing direct terminal input for both 
scheduling and records center data, with resulting detailed microfiche 
index of all records center holdings and printout capability for records 
center management, retention schedule issuance, disposition lists, and 
analysis is covered. 


Bigelow, Robert P. 
Counseling the Computer User 

Apr 1967 Vol.1 No.2 Page5 
As computers come into more common and widespread use throughout 
business and government, legal questions surrounding their use will be of 
considerable concern to records managers. An attorney provides some 
useful thoughts by giving a brief outline of some of the considerations 
lawyers must keep in mind when counseling computer users. 


Binger, James H. 
Engine of the Eighties 

Jan 1967 Vol.1 No.1 Page5d 
We have succeeded in building a naticn-and eveuiually a world-we can 
hope, in which the provisions of human needs have become largely 
automatic. The computer will fit that process of automation nicely. 
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Boglioli, June H. 
Word processing in the Clerk’s office 

Oct 1982 Vol.16 No.4 Page 43 
In its simplest form, word processing is “the use of electronic machinery 
to facilitate the production of typed correspondence and reports.” In the 
course of budget preparation, the City Clerk’s office of Belle Glade, 
Florida conducted an analysis to determine the cost of document 
creation and to develop ways of increasing efficiency and productivity. 
Use of word processing has drastically cut the workload of typing while 
ensuring the production of error-free correspondence and reports. Their 
goal of reducing laborintensiveness and operating time while cutting 
costs was realized. 


Bogusiewicz, Henry E. 

Stadfeld, Donald J 

I.R.S. Looks at Machine Sensible Records 
Apr 1972 Vol.6 No.2 Page 24 

see RETENTION SCHEDULES 


Burke, Frank G. 

SPINDEX applications to large records holdings 
Jan 1981 Vol.15 No.1 Page 10 

see INFORMATION RETRIEVAL SYSTEMS 


Burwasser, Suzanne M. 
Evaluating Microcomputer Software 

Jul 1986 Vol. 20 No.3 Page 47 
Basic evaluation of microcomputer software involves several steps. In 
the “Planning Phase” one must consider what functions one wants to 
automate, what one’s present equipment and organizationul resources 
are, and what one is willing to pay for one’s priorities. In the “Back- 
ground Information Gathering Phase” one must decide on the type of 
software and learn how to find out about various software packages. In 
the “Evaluation Phase” one needs to consider how to develop criteria 
and how to achieve consistency of rating. Finally, in the “Feedback 
Phase” one will have to cope with problems of product performance, user 
reaction, and keeping up with the acceleration in the learning curve. 


Carlisle, Van G. 
Avoiding Electronic Media Disasters 
Jan 1986 Vol.20 No.1 Page 42 
see DISASTER RECOVERY PROGRAM 


Carroll, Jean 
The end-user approach to managing information 

Oct 1981 Vol.15 No.4 Pagel4 
A case-study in the automation of records management activities as 
developed at IBM World Trade Americas/Far East Corporation. The 
system, utilizing an IBM 370/158 computer with Conversational Moni- 
tor System (CMS) software, is another excellent example of how the 
records manager can utilize computer technology to handle information 
storage and retrieval. 


Casali, Harold O. 
Computer ideas in the seventies 

Jan 1973 Vol.7 No.1 Page 10 
The author reviews the state of the art as it exists today and its prospects 
for the balance of the seventies. Main factors considered are computer 
hardware and applications, particularly as they relate to State govern- 
ment activities. 


Connelly, Jim 
Records management and the computer 

Jul 1981 Vol.15 No.3 Page 14 
Computer people and records people are closely related in the field of 
information management. The author does not mean to critize the the 
computer profession, in fact many Data Processing people work hard to 
improve the layman's understanding of their terminology. Jargonese is a 
problem shared by many professions, records management included. 
However, without controversy, without well-meant bantering, there can 
be no change or progress. Are practitioners of records management 
guilty of the same sins of omission? 


Cordero, Sandra 
Word processing: A case study experience 
Jan 1981 Vol.15 No.1 Page 28 
Application of word processing to City Clerk‘s office of Bloomington, Ill. 
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Deslongchamps, Denis ,CRM 
Office automation cannot be improvised 

Jan 1985 Vol.19 No.1 Page3 
In this article, the author reviews what has been written and said about 
office automation and makes suggestions for resolving the apparent 
inconsistencies. 


Diers, Fred V. 
Computer indexing for a records retention center 
Apr 1978 Vol.12 No.2 Page 21 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Donahoe, Alice M. 
Putting Automation into Hospital Record-keeping 

Jul 1971 Vol.5 No.3 Page 14 
By making use of the new resources of electronic data processing and 
other recently developed electronic techniques, the medical records 
library can also furnish hospital management with tools for quality 
control of medical services. 


Donaldson, William J. 
Microfiche Automation Considerations 

Oct 1979 Vol.13 No.4 Page 22 
The controversy between purveyors of manual versus automated filing 
systems rages endlessly. What is automation and when is it appropriate; 
what are the benefits; how do you justify such systems; should they be 
applied to all records or selectively; should action be taken now, or await 
the future. These and many other sources of bewilderment for the 
perplexed records manager are explored in depth in this comprehensive 
article prepared to assist those facing such decisions. 


Dothan, Joseph 
Electric data processing in Israel 

Jul 1970 Vol.4 No.3 Page 16 
The computer has had a major effect on the operations of business, 
government and industry. Its growth in the State of Israel are examined 
in this article. 


Doukas, Michael E. 

Perspective for IR“M-Related Cost-Benefit Systems, A 
Jul 1987 Vol.21 No.3 Page 15 

see MANAGEMENT 


Edwards, Lois 
Computerized Codification Creates a New Records Management Sys- 
tem 
Jan 1971 Vol.5 No.1 Page5d 
see INFORMATION RETRIEVAL SYSTEMS 


Fruscione, James J., CRM 
Managerial Framework for Machine-Readable Data Management, A 
Jul 1986 Vol.20 No.3 Page3 

Management of automated systems is a complex task. Lack of stan- 
dardization and centralized planning has frequently brought about 
misunderstanding and confusion regarding the appropriate direction for 
implementing controle over automated applications. Consequently, 
organizations must now strive to develop managerial frameworks within 
which the requisite policies and procedures for machine-readable data 
management can be instituted. This article explores the key issues 
involved. 


Grundman, John 
Records Management and the Computer 

Apr 1980 Vol.14 No.2 Pagel4 
A careful examination of the relationship between records management 
and the computer. The author provides meaningful examples of how 
records problems can be solved by a proper balance between manual and 
computerized systems. 


Hamilton, Angela 
Solving a Diskette Dilemma 
Apr 1986 Vol.20 No.2 Page 28 
see INFORMATION RETRIEVAL SYSTEMS 





Harwood, Gordon B. 
Singleton, Roger L. 
Computerized decision system for college administration, A 

Jan 1973 Vol.7 No.1 Page5d 
The development of a sound records management and administrative 
procedures systems is essential to the operations of institutions of higher 
learning. This article details the approach taken by the University of 
Houston College of Business Administration in meeting its needs in these 
areas. 


Hayes, Kenneth V. 

Using a microcomputer for retention schedule maintenance 
Apr 1985 Vol.19 No.2 Page 20 

see RETENTION SCHEDULES 


Hogan, Kathryn C. 
Human reiations aspect of word processing, The 

Jul 1981 Vol.15 No.3 Page 36 
A very critical factor in the introduction of new technologies into the 
office is the impact it will have on personnel. The concerns of word 
processing operators as well as those managing such activities are 
considered and possible approaches are presented for assuring proper 
morale levels. 


Hopkins, Mark 
Computerizing a Government Records Archives-The FEDDOCS Expe- 
rience 
Jul 1986 Vol.20 No.3 Page 36 
see INFORMATION RETRIEVAL SYSTEMS 


Horton, Forest Woody 
Formless Form, The 

Jul 1984 Vol.18 No.3 Page 48 
see FORMS MANAGEMENT 


Hughes, Jane 
The impact of information systems on an organization 

Oct 1981 Vol.15 No.4 Page 26 
Information systems represent a significant investment to organizations. 
Understanding what factors may cause them to fail or help them to 
succeed is critical to their development. A descriptive model of informa- 
tion systems is offered to demonstrate systems components and predict- 
ed relationships. 


Hulser, Richard 

Data base management system applications in a library office setting 
Jan 1985 Vol.19 No.1 Page 44 

see INFORMATION RETRIEVAL SYSTEMS 


Johnston, Bob Thomas N. 
Programmable Calculators: A Powerful Tool for Records Managers 
Jul 1980 Vol.14 No.3 Page 14 
This article illustrates the use and simplicity of a new powerful tool to 
assist records managers in the decision making process. It uses three 
typical records management problem situations to show how quantitive 
management techniques, simplified by the power of new programmable 
calculators, can be used to make better, more cost effective decisions. 
The use of a “turnkey” programming system for word processing studies 
is also highlighted and reference information for further study is also 
provided. 


Kaufhold, Penny 
Rough Edges of the Learning Curve, The 
Apr 1987 Vol.21 No.2 Page 33 

As records managers turn to the personal computer for help with 
retention schedules, budgets, reports, and inventory control, many are 
temporarily overwhelmed by a world of foreign ideas and jargon. In this 
article the author takes a light-hearted look at some of the misunder- 
standings that snare the unwary along the path to computer literacy. 


Kiar, Palle 
Records Management and Telecommunications 

Jan 1972 Vol.6 No.1 Page7 
The changing formats of records and techniques for transmitting data 
and information are of utmost importance to the records manager. This 
paper offers some helpful guidelines for coping with these changes. 


Lagerstrom, Gordon W. 

Retention program for insurance records, A 
Jul 1970 Vol.4 No.3 Page 19 

see RETENTION SCHEDULES 


Lilienfeld, Jack 

Computer generated forms functional file and forms data 
Apr 1974 Vol.8 No.2 Page9 

see FORMS MANAGEMENT 


Lock, D. N. 
Computerized Text Processing 
Jul 1979 Vol.13 No.3 Page 30 


Lundgren, Terry D. 

Lundgren, Carol A. 

Introduction to Computer-Based Records Management Systems, An 

Jul 1987 Vol.21 No.3 Page 31 

Computer-based records management (CBRMS) can profitably replace 
manual systems for tracking records while providing search and query 
functions that are not feasible in manual systems. A CBRMS can be 
implemented at the microcomputer level at reasonable costs. This 
article investigates the analysis and design of a CBRMS and considers 
the advantages and disadvantages of computer systems for records 
management from a practical perspective. 


Madden, Margaret E. 

EDP system for indexing and retrieving technical reports, An 
Oct 1970 Vol.4 No.4 Page 23 

see REPORTS MANAGEMENT 


Morddel, Anne 
Technology Must Support Users. .. Or They Won’t Be Users 
Jul 1987 Vol.21 No.3 Page 48 


Morgan, Dennis F. 
Millican, Dennis D. 
Electronic Media Retention Schedule Program, The: Selling It to 
management 
Oct 1984 Vol.18 No.4 Page 34 
see RETENTION SCHEDULES 


Morgan, Dennis F. 
Millican, Dennis D. 
Records Manager’s Blueprint for the. .. Retention Scheduling of Infor- 
mation in Electronic Form 
Jul 1984 Vol.18 No.3 Page 43 
see RETENTION SCHEDULES 


Morgan, Dennis F. 

Millican, Dennis D. 

Retention scheduling of electronically stored records 
Jan 1985 Vol.19 No.1 Page 38 

see RETENTION SCHEDULES 


Motz, Arlene, CRM 

Applying Records management Principles to Magnetic Media 
Apr 1986 Vol.20 No.2 Page 22 

see ACTIVE RECORDS MANAGEMENT—PLANNING 


Ochsner, Florence M. 
Integration of Micrographics, Records Management and the Computer, 
The 
Apr 1983 Vol.17 No.2 Page5d 
see MICROGRAPHICS-APPLICATIONS 


Pederson, Carol Rohweder 

C.A.R. Solves Seattle Parking Problems 
Jul 1983 Vol.17 No.3 Page 46 

see MICROGRAPHICS-APPLICATIONS 


Porter, John W. 
Effects of EDP on Records Management, The 

Apr 1967 Vol.1 No.2 Page9 
If we in records management know what the impact of Electronic Data 
Processing is on our program, we sould know what to do about it and 
what relationships we should have-not only with programmers, but 


systems and procedures analysts and anyone else who is involved with 
EDP. 
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Penn, Ira A., CRM 
WP on a PC is not EZ 

Jan 1985 Vol.19 No.1 Page6é 
Is it easier to remember “F3” or “ESC S”? In this article the author 
looks at word processing software for personal computers and the effort 
needed to learn to use it. Included are discussions on documentation, 


keyboard manipulation and various manufacturer-supplied memory 
aids. 


Raudenbush, Jean 
Shaklee, Robert B. 
Selecting records management software 

Jul 1985 Vol.19 No.3 Page 22 
A step-by-step approach to evaluating and selecting records manage- 
ment software, discussing the need to analyze the current system, 
prepare specifications, identify potential software packages, screen and 
prepare an in-depth evaluation of the top candidates. A section on final 
selection, contract negotiation and installation procedures is also in- 
cluded. 


Rudnitsky, Andrea 
Use of Micrographics and Electronic Technology in Records Manage- 
ment Status and Trends, The 
Jan 1984 Vol.18 No.1 Page 42 
see MICROGRAPHICS—SYSTEMS 


Rugen, Orrin 
Role of the computer in banking, The 

Oct 1973 Vol.7 No.4 Pagell 
An interesting and informative review of the application of computers to 
banking operations with emphasis on the various generations of com- 
puters and the impact of computer output microfilm cn the processing of 
banking transactions. 


Sanders, Robert L. 
Company Index: Information Retrieval Thesauri for Organizations and 
Institutions, The 
Apr 1986 Vol.20 No.2 Page3 
see INFORMATION RETRIEVAL SYSTEMS 


Sanders, Robert L. 
While Waiting for the Real Computerization of Your Archives... A 
Lo-Tech Recipe 
Oct 1984 Vol.18 No.4 Page5d 
see INFORMATION RETRIEVAL SYSTEMS 


Seiberling, C. W. 
Computer Package for Records Management 

Jul 1975 Vol.9 No.3 Page13 
The working relationship between computers and records management 
is best evident when the capabilities of the machine are used in the 
application of a records management control technique. This article 
describes a computer system used in records retention scheduling and 
records center operations. 


Skupsky, Donald S. JD, , CRM 

Legality of computer and computer output microfilm records 
Apr 1985 Vol.19 No.2 Page 44 

see RETENTION SCHEDULES 


Sterkx, Albert T. 
TIBAH and HABIT: Emerging management information systems 
concepts 
Oct 1969 Vol.3 No.4 Page 19 
see INFORMATION RETRIEVAL SYSTE3: 


Surgen, Olive R. 
Impact of computers, The 

Jan 1970 Vol.4 No.1 Page 30 
The computer is having a tremendous effect on all ; (iases of government. 
business and industry today. This article reviews some of the changes 
being brought about by automation in the banking community. 


Thomas, L. Ruth,CRM 
Word Processing-A New Concept for Records Managers 
Apr 1976 Vol.10 No.2 Page 27 
Word processing has become a recognized concept for the proper control 
and efficient handling of written communications at the lowest possible 
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cost. This article examines the applications of word processing, methods 
for evaluating its applications, and the conversion factors involved in its 
use. 


Thomas, L. Ruth ,CRM 
Word processing isn’t just for words anymore 

Apr 1981 Vol.15 No.2 Page 57 
Word processing equipment versatility has improved dramatically. This 
brief review of the impact of word processing on the office environment 
also includes some new changes when considering systems cost and 
justifications. 


Thomas, Ruth 
Word processing—Conducting the feasibility study 

Apr 1977 Vol.11 No.2 Page 28 
Prior to making a decision regarding the application of any new system, 
a study is recommended to examine the need and method of implemen- 
tation. This article covers such an approach for word processing and 
includes helpful guidelines for measuring work requirements. 


Varga, Roberta M. 

Computer Assisted Record Control Systems for Financial Records 
Jan 1983 Vol.i7 No.1 Page 13 

see INFORMATION RETRIEVAL SYSTEMS 


Waite, Ivan L. 
City of Portland and SPINDEX, The 
Jul 1980 Vol.14 No.3 Page 54 
see INFORMATION RETRIEVAL SYSTEMS 


Wall, Betty 
Computerized Records Inventory System 
Apr 1983 Vol.17 No.2 Page 28 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Wright, Joseph L. 
Unfinished Symphony, The 

Jan 1972 Vol.6 No.1 Page5 
In order for a records management program to truly succeed today it 
must be closely allied to the organization's computer activities. A 
computer manager examines their interrelationship and the reasons 
which make it a practical partnership. 
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see also 
MICROGRAPHICS 


Library of Congress: Optical Disk Pilot Program 
Jul 1983 Vol.17 No.3 Page 50 


Alexander, William Jr 
Use of optical character reader in word processing installation 

Oct 1982 Vol.16 No.4 Page 46 
This article describes an OCR system used by the Borough Clerk's office 
for the Borough of East York (which is comprised of 100,000 residents of 
the metropolitan Toronto area). Also discussed are the benefits of 
scanning reports and other documents via such a system in terms of time 
and money savings. Service problems in such a system have been 
minimal. 


Grigsby, Mason 
Write-Once Optical Disk Systems in the Automated Office 

Jul 1986 Vol.20 No.3 Page 30 
Write-once optical disk systems offer true digital image processing for 
office systems. These digital image capture, storage, and retrieval 
systems are the missing link in the integration of paper documents, 
computer data, and word processing text. They use existing technology 
and software to provide image processing solutions which can be started 
with a single workstation and expanded to accommodate growth in the 
document-image database utilizing personal computers and local area 
networks. This article describes the primary applications for wrive-once 
disk systems in the office environment and illustrates the process which 
will provide this integration. 





LaRouche-McClemens, Monique 
Video disk technology and its development: digital optical disks 

Jan 1985 Vol.19 No.1 Page 16 
This article traces the stages of video disk development, the preliminary 
element of which is the ever-increasing capacity of different media to 
record information very densely by optical means, that is, images coded 
by carrier frequencies, holograms, or bit-by-bit recordings. This infor- 
mation may, therefore, take various forms: text, computer data, images, 
or sound. 


Lynch, Clifford A. 
Optical Sterage Media, Standards and Technology Life-cycle Manage- 
ment 

Jan 1986 Vol.20 No.1 Page 44 
This article reviews the major classes cf optical storage systems and 
discusses their application to office and library automation and records 
management. Since the state of optical storage technology is still 
volatile, an organization that wishes to exploit this technology must pay 
carefu! attention to its management. Provision must be made for the 
introduction, conversion, and upgrading of systems. Consequently, this 
article also explores a number of standards issues and implementation 
approaches that would allow controlled evolution of optical storage 
technology within an overall computing and telecommunications envi- 
ronment. 


Pennix, Gail B., CRM 
Future of Optical Memories. Videodisks and Compact Disks to the Year 
2000, The 

Jul 1984 Vol.18 No.3 Page 22 
The exiting developments associated with optical memory, compact 
disk, and videodisk storage, and the current and anticipated impact of 
these technologies on business and personal life, formed 1! basis of the 
recent Technolezy Opportunity Conference held in san Francisco, 
California, sponsored by Rothchild Consultants. In this article the 
author shares the knowledge obtained from that conference. 


Skupsky, Donald S., JD, CRM 
Legal Status of Optical Disk and Electronic Imaging Systems, The 
Jan 1986 Vol.20 No.1 Page 56 
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Argyris, Pericles A. 
Multiplant microdata system 

Apr 1969 Vol.3 No.2 Page 21 
see MICROGRAPHICS-SYSTEMS 


Aschner, Katherine , CRM 
Office automation: a case study 

Jul 1981 Vol.15 No.3 Page5 
Many managers confronted with large paperwork systems want to use 
office automation to streamline their operations. But where to begin? 
How to decide whether word processing, data processing, or micrograph- 
ics holds the most promise? This article traces the evolution of the 
system design for a million-item correspondence data base. A few blind 
alleys and a few surprises occurred along the way to a final solution. 


Bentley, Don E. 
Duffy, Jan 
Word processing interfaces with other technologies 

Oct 1982 Vol.16 No.4 Page 32 
The thousands of word processors in place are a logical foundation for 
the introduction of automated office technologies. This article reviews 
applications, various aspects of word processing communications, inter- 
face of word and data processing, optical character recognition, photo- 
composition and typesetting, intelligent copiers, telex and facsimile 
interfaces. 


Bogue, David T. 
Managing the Future of information Management 

Apr 1984 Vol.18 No.2 Page 14 
An examination of the recording media technology and its impact on 
information management. The article includes a chart comparison of 
microfilm, hi-density magnetics and optical disk. 


Bovino, Mark 
Future directions of the modern office 

Jul 1981 Vol.15 No.3 Page 29 
Word Processing has initiated many business and government offices 
into the practical applications of automation. It has brought the concept 
of productivity in office operations into clear focus. The growth of word 
processing, its many uses, and its impact on personnel are discussed in 
this article. The converts to word processing as well as those that are still 
on the threshold of decision will find valuable justification in its content. 


Boyle, Joan 
Implications of office automation for records managers 

Apr 1982 Vol.16 No.2 Page 33 
An examination of the new world of office automation and the effect it 
will have on the office environment and the role the records manager 
plays in the conversion to new technologies. The article indicates new 
and challenging responsibilities for records managers. 


Conway, Richard 
Improved aperture card retrieval 
Jan 1970 Vol.4 No.1 Page 27 
see MICROGRAPHICS-APPLICATIONS 


Gehmlich, R. A. 
Records Management Specialist in the Office of the Future, The 

Jan 1980 Vol.14 No.1 Page5 
In order to maintain professional status in the field of information 
management, the records manager must be aware of the new technolo- 
gies that are invading the office environment. If prepared, he or she can 
play a key role in the dramatic changes that are taking place. 


Gow, Kay F. 

Ricks, Betty R. 

Survey of Use of Integrated Technologies 
Jan 1984 Vol.18 No.1 Page 50 


Heimbach, David A. , CKM 

Microfilm index and retrieval techniques 
Oct 1978 Vol.12 No.4 Page 23 

see MICROGRAPHICS-APPLICATIONS 


Horton, Forest Woody 
Recordless Society? Another Information Age Myth 
Jul 1980 Vol.14 No.3 Page9 
see DEVELOPMENT OF RECORDS MANAGEMENT 


Katz, Richard N. 

Davis, Victoria A. 

Impact of Automation on Our Corporate Memory, The 

Jan 1986 Vol.20 No.1 Page 10 

Futurists’ predictions about the emergence of an “information econ- 
omy” have already gained wide- spread acceptance. This article ad- 
dresses some of the major technologies driving this change and assesses 
the impact of these technologies on our ability to preserve and protect 
vital and historical information in an electronic context. 


Knoppers, Jake 
Integrating Technologies = Integrating Disciplines? 

Jan 1983 Vol.17 No.1 Page5d 
How will integrating technologies for the management of all forms of 
information affect the various information disciplines? Archivists, rec- 
ords managers, librarians, EDP managers and the like all claim “infor- 
mation manager” as their new (or future) title and role. What are the 
similarities and differences between these disciplines? Will each take a 
combative or cooperative appropach to information management? 
What is the view of senior management? This article examines these 
questions and offers some possible solutions. 


Kubicki, Mary 

Information Resource Management requires data analysis 
Jan 1985 Vol.19 No.1 Page 10 

see INFORMATION RETRIEVAL SYSTEMS 
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Lamb, Chery] T. 
TVA utilizes COM for management and engineering data systems 

Apr 1981 Vol.15 No.2 Page 60 
In 1976 the Office of Engineering Design and Construction of the 
Tennessee Valley Authority implemented a computer assisted informa- 
tion retrieval system for its correspondence and engineering records. The 
purpose of this system was to reduce the amount of paper files and to 
provide archival storage of quality assurance records for nuclear plants 
under construction. Computer output microfilm was selected for storage 
of data pertaining to quality assurance design calculations developed for 
the nuclear plants because it fit the criteria of the automated system and 
it was the most cost-effective means of storing the data. This article also 
includes a history of the development and use of computer output 
microfilm. 


Langemo, Mark, CRM 
Records management /Word Processing-A Needed Team Effort 

Oct 1980 Vol. 14 No.4 Page 10 
Records management has had an ongoing partnership with technology 
and each such relationship has been successful. These partnerships have 
included microphotography and computer technology. The newest and 
most dramatic advance to capture the attention of the office environ- 
ment has been the word processor. Once again records management 
shows its flexibility by combining its talents with the growth in 
information processing techniques. 


Lee, Leonard S., CRM 
Let’s Stop Deluding Ourselves 

Jan 1980 Vol.14 No.1 Page 32 
The subject of “The Office of the Future” draws considerable attention 
at today’s conventions and seminars, but are these discussions fruitful? 
In this author’s opinion, they tend to distract administrators from 
realistically addressing problems and instead, encourage procrastina- 
tion. This article sets forth his reasons and offers an alternate path to 
more positive and constructive action. 


Lee, Jack E. 

Microfilm and related systems: Computer-Output Microfilm 
Jan 1970 Vol.4 No.1 Page 40 

see MICROGRAPHICS-SYSTEMS 


Lee, Jack E. 
Micrographics, the computer connection: Part I Indexing an informa- 
tion system—input 
Jul 1973 Vol.7 No.3 Page 36 
see MICROGRAPHICS 


Lee, Leonard S. 

U.S. Army’s personnel records, The—Yesterday, today and tomorrow 
Apr 1977 Vol.11 No.2 Page 21 

see MICROGRAPHICS-APPLICATIONS 


McAfee, John 
Electronic Filing in the 80s 

Oct 1983 Vol.17 No.4 Page 12 
An examination of the impact electronic filing is having on traditional 
approaches to handling records. The author also discusses some of the 
new technologies causing this impact. 


Miller, A.P. 

Jenkins, S.L. 

Automated retrieval of project documentation at Marathon Oil 
Jul 1982 Vol.16 No.3 Page5d 

see INFORMATION RETRIEVAL 


Morgan, Dennis F. 
Nawoczenski, Mary Anne 
Memory loss: combatting corporate senility 

Jul 1985 Vol.19 No.3 Page6é 
In this era of memory computers, memory typewriters and other 
automated memory components, one would presume that our corpora- 
tions’ information systems are fine-tuned to provide total memory 
recall. Actually, the opposite is more the case. Our business and 
industries are beginning to show signs of memory loss brought on by 
deficient data documentation, inappropriate records creation and indis- 
criminate use of high technology. This article focuses on those factors 
that affect corporate memory and addresses remedies for guarding 
against debilitating memory loss. 
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Morin, Robert P., CRM 
Management Information Systems-A Total Approach 

Apr 1980 Vol.14 No.2 Page5d 
This article describes a different approach to the design and implemen- 
tation of management Information Systems which has proven success- 
ful in government and business. The approach stresses the need for 
analysis of clerical systems in the design stages. Cost effectiveness is 
illustrated by efficient use of all information technologies such as 
micrographics, word processing, forms design, data processing and 
library resources. 


Myers, Wilbur C. 
Remote Viewing and Printing of Graphic Materials 

Jan 1971 Vol.5 No.1 Page 23 
An analysis of the significant developments in computer technology and 
micrographics and their effects on information retrieval and communi- 
cation. 


Naukam, Lawrence 

Buying a CAR and making it run 
Oct 1985 Vol.19 No.4 Page 36 

see MICROGRAPHICS-SYSTEMS 


O'Neill, James E. 
Information Management: The NARS Perspectives 
Jan 1980 Vol.14 No.1 Page 40 
see DEVELOPMENT OF RECORDS MANAGEMENT 


Penn, Ira A.. CRM 
Automating Federal offices: The (tidal) wave of the future 

Jan 1982 Vol.16 No.1 Page5 
The “Bureau of Efficiency”—a thing of the past or a needed concept for 
the future? What is the answer to the automated needs of the future? 
The author of this article examines what has happened in the past and 
what is not happening today. 


Regan, John V. 
Implementing Office Automation-Lessons Learned 

Jul 1984 Vol.18 No.3 Page 32 
Although people acknowledge that modern information systems can 
make an organization far more efficient, they also have come to realize 
that many problems are involved in tapping that resource. The U.S. 
General Accounting Office learned just how complex some of these issues 
are when it moved into the implementation of an office automation 
project. 


Rugen, Orrin 

Role of the computer in banking, The 
Oct 1973 Vol.7 No.4 Page 1l 

see AUTOMATION 


Senia, Leonard C. 
Conducting a Word Processing Feasibility Study 

Jan 1980 Vol.14 No.1 Page 34 
Are more economical and efficient communications feasible for your 
office? Equipment costs can be reduced and office practices improved by 
careful survey and analysis using records management study techniques 
reviewed in this article. 


Shiff, Robert A. 
Key to Office Automation, The 

Apr 1983 Vol.17 No.2 Page 23 
There’s a vivid phrase by the famous humorist (and academician) 
Stephen Leacock about the man who “flung himself on his horse and 
galloped madly off in all directions.” It may not be too great an 
exaggeration to suggest that Leacock’s eager horseman brings to mind 
many managements which, beguiled by accounts proclaiming that “the 
office of tomorrow is here today,” invested heavily in office automa- 
tion—and then having “galloped madly off in all directions,” were 
surprised and chagrined that the expected increases in administrative 
productivity did not materialize. 


Shiff, Robert A. ,CRM 
Records management and the office of the future 

Apr 1977 Vol.11 No.2 Page5 
A look into the future and the impact new technology and concepts of 
record keeping will have on the role of the records manager. The author 
also examines the functions of administrative support centers and the 
manner in which they fit into the changing office environment. 
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Shiff, Robert 

Your Records, WP, and DP Systems: A Witness for the Prosecution? 
Apr 1979 Vol.13 No.2 Page 24 

The combined disciplines of records management, data processing, and 

word processing can help achieve a strong legal posture for companies 

and organizations. 


Smythe, Terry 

Policy status information on computer microfilm 
Jul 1970 Vol.4 No.3 Page 26 

see MICROGRAPHICS-APPLICATIONS 


Stockslager, Todd 
Office Automation: Cost Justification or Management? 

Oct 1987 Vol.21 No.4 
Page Most organizations require purchasers of office automation equip- 
ment to submit cost-justification paperwork showing positive rates of 
return before equipment is approved for purchase. But the most 
common result of cost-justification procedures is phony figures and no 
increased productivity from the equipment subsequently purchased. 
Management must go beyond cost-justification procedures to look at 
the way the proposed equipment will work in the real world. 


Stout, Eric Matt 
Information Management Approach to Word Processing, The 
Jan 1979 Vol.13 No.1 Page 38 
A suggested project outline for word processing to assure compatibility 
with other members of the information team. 


Wright, Joseph Lloyd 
Corporate Information System as a Synergism, The 

Jan 1980 Vol. 14 No.2 Page7 
The corporate information system. .. How has it evolved historically? 
What is its status today? What should it strive to be in the future? Will it 
ever achieve maturity? What is maturity? These questions are consid- 
ered by the author as he discusses the eventual role of information as a 
key resource in business management. 


CAR 


see 

AUTOMATION 

INFORMATION RETRIEVAL SYSTEMS 
MICROGRAPHICS 


COM 


see 
AUTOMATION 
MICROGRAPHICS 


COMPUTER ASSISTED RETRIEVAL (CAR) 


see 

AUTOMATION 

INFORMATION RETRIEVAL SYSTEMS 
MICROGRAPHICS 


COMPUTER OUTPUT MICROFILM (COM) 


see 
AUTOMATION 
MICROGRAPHICS 


COMPUTERIZATION 


see 
AUTOMATION 


COMPUTERIZED INDEXING & RETRIEVAL 


see 
INFORMATION RETRIEVAL SYSTEMS 
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CONSERVATION 


see 
ARCHIVES MANAGEMENT 


CONSULTANTS 


see 
RECORDS MANAGEMENT PROGRAM-PLANNING 


COPY MANAGEMENT 


see 
REPROGRAPHICS MANAGEMENT 


CORRESPONDENCE MANAGEMENT 


Aschner, Katherine , CRM 
Office automation: a case study 
Jul 1981 Vol.15 No.3 Page5d 
see AUTOMATION-INTEGRATED TECHNOLOGIES 


Baumgardner, Mary, CRM 
Goodrich, Elizabeth A., CPS 
Managing a Paperwork System 

Oct 1980 Vol.14 No.4 Page5 
This article presents a Training and Improvement Program that could 
be used by any company for its in-service developments. The concept for 
the program evolved from the study of an ongoing program in a large 
comp: «y in the Midwest. The records manager is challenged to provide a 
paperwork systems program that is continuous and, at the same time, 
meets the requirements of constant change. 


Curtis, Grace 
Correspondence creation control 

Jul 1974 Vol.8 No.3 Page9 
An authoritative analysis of the prerequisites for a model correspon- 
dence control system supported by guidelines for action and sources of 
information. Prepared in connection with a course in records manage- 
ment, this paper clearly emphasizes the importance of well-written 
communications. 


Heimbach, David A. 

Microfilm index and retrieval techniques 
Oct 1978 Vol.12 No.4 Page 23 

see MICROGRAPHICS-APPLICATIONS 


Payne, Marjorie Thomas 

Centralized files and correspondence control 
Jul 1969 Vol.3 No.3 Page 27 

see FILING SYSTEMS 


Rice, Robert D. 
Controlling Incoming Correspondence Requiring Action 
Jan 1975 Vol.9 No.1 Page 40 


Silverman, Buddy Robert 
On Writing 

Apr i983 Vol.17 No.2 Page 38 
The author has developed a practical approach to clarity, accuracy and 
brevity in writing, the “Optimum Legibility Formula.” The concept of 
the formula is examined and examples of how it is app'ied are presented. 


Thomas, L. Ruth, CRM 

Word Processing-A New Concept for Records Managers 
Apr 1976 Vol.10 No.2 Page 27 

see AUTOMATION 


Vogland, Jane P. 
Managing information resources 

Oct 1977 Vol.11 No.4 Page 12 
The Port of Portland’s Records Management Program includes a 
central system for controlling incoming and outgoing correspondence. 
This system is unique in that all incoming correspondence comes first to 
the records department rather than the individual to whom it is 
addressed. This article covers why and how this is done. 
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Thomas Wilds 


Associates Inc 


Seminars for managers, administrators, analysts and 
others concerned with office systems improvement. 


Records Retention & Files Management. Anatomy of Records * Records Retention Programs + Legal Considerations « 
Inventorying Records * Negotiating Retention Periods * Retention Manuals « Storage and Protection « Files Improvement Folder 
Control Systems * Document Control Systems * Image Processing * Computer Software for Records Managers. Moderator: 
Thomas Wilds, CRM, CMC, President, Thomas Wilds Associates Inc. 


Micrographics Systems Design & Management. Microfilm and Microfiche Systems » Media + Equipment + Reader 
Selection * Film Generation « Legality * Legality Standards + Retrieval - Developing Low Cost Systems * Staffing and Job 
Descriptions * Computer Assisted Systems * Computer Output Systems « Microfilm Filing + Satellite Files * Future Technology * 
Problem Clinic. Moderator: Hanley L. Riess, CRM, Records Manager, New York Transportation Authority. 


Writing Clear Procedures With Playscript. Participants learn by actually writing procedures and task outlines with Play- 
script. The moderator gives short illustrated talks on the following subjects. Procedure Writing Basics * Playscript Applied To 
Office Procedures « Playscript Applied To Computer User Documentation « Integrated System Case Problem « Training Users To 


Write Their Own Procedures * Computerizing Playscript. Adapted from the seminar designed by Leslie Matthies. Moderator: 
J. Richard Fleming, CMC. 


Participants Receive 1.4 Cormtinuing Education Units for Each Seminar 
Each Seminar Available for Inhouse Presentations 
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CUT ALONG DOTTED LINE AND MAIL 

TO: Thomas Wilds Associates Inc, P O Box 11120, Greenwich CT 06831 
Please enroll the following in the seminar(s) checked. 

Participant Name 





Participant Name 








Company Name 





Address i Zip Code 




















RECORDS 
RETENTION 


PROCEDURE 
MICROGRAPHICS WRITING 





MIAMI: Hyatt Regency 

LOS ANGELES: Westin Bonaventure 
WASHINGTON: Capital Hilton 
NEW YORK: World Trade Institute 
BOSTON: Boston Park Plaza 


Enclosed is a check or purchase order for $. 


(1) 01-02 Feb 88 
(_) 07-08 Mar 88 
() 25-26 Apr 88 
C) 19-20 Sep 88 
C1) 24-25 Oct 88 


1 03-04 Feb 88 
€ 09-10 Mar 88 
C 27-28 Apr 88 
(21-22 Sep 88 
C1) 26-27 Oct 88 


C) 03-04 Feb 88 
Cj 09-10 Mar 88 
Cj 27-28 Apr 88 
C) 21-22 Sep 88 
C) 26-27 Oct 88 
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$650 for each participant at each seminar or workshop. Includes two 
days, the workbook and light refreshments. 











Seminar workbooks separately available at $120 each. 
FOR MORE INFORMATION CALL THOMAS WILDS AT (212) 986-2515 
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DATA PROCESSING 


see 
AUTOMATION 


DESTRUCTION OF RECORDS 


see 
DISPOSITION 


DEVELOPMENT OF RECORDS MANAGEMENT 


Blueprint for action in the 1970’s 

Oct 1977 Vol.11 No.4 Page 36 
Keynoting the 22nd Annual ARMA Conference was Congressman 
Frank Horton (New York) who discussed THE FINAL SUMMARY 
REPORT of The Commission on Federal Paperwork. This article 
highlights the findings of this report. (Congressman Horton’s remarks 
are summarized in the Jan 1978 issue of RMQ.) 


Commission on Federal Paperwork Fact Sheet 
Jan 1976 Vol.10 No.1 Page 37 


Congress to Consider a More Independent Archives 
Jan 1984 Vol.18 No.1 Page 64 


Elimination of Legal Size Paper: SEC Amendments to Rules 
Apr 1983 Vol.17 No.2 Page 48 


President Carter Reports to Congress on Paperwork Reduction Progress 
Jan 1980 Vol.14 No.1 Page 44 
Executive Order 12174 of Ne vember 30, 1979. 


Records managers and information scientists exchange views 
Jul 1978 Vol.12 No.3 Page 52 

At a Joint meeting of Los Angeles representatives of ARMA and ASIS, 
views were exchanged on such broad issues as the need for the U.S. to 
develop a national information policy and the future of the “paperless 
society”. The meeting identified close professional ties between informa- 
tion scientists and records managers. Issues and problems common to 
both disciplines were discussed. 


RMgQ salutes the 25th anniversary of the National Records Manage- 
ment Council 

Oct 1974 Vol.8 No.4 Page8 
A history of NAREMCO, a non-profit organization founded in 1948 to 
provide records management training and services to corporations and 
government entities. Included is a summary of activities and accom- 
plishments of this records management pioneer. 


Aoki, Toshio 
Yamashita, Sadamaro 
Development of records management in Japan 

Apr 1978 Vol.12 No.2 Page 57 
Excerpts from a presentation before the Annual General Assembly of 
the International Records Management Federation, held in Houston, 
Texas in October, 1977. Although no formal records management 
guidelines exist, many Japanese administrative managers in a broad 
variety of Japanese companies are seriously looking for an opportunity 
to discuss their common problems with other personnel in records 
management by means of a “Japan Records Management Association.” 


ARMA 
Records Management Glossary 
Jul 1967 Vol.i No.3 Page 25 


ARMA Milwaukee Chapter 
Records Management Trends 
Jan 1984 Vol.18 No.1 Page 56 


Benedon, William, CRM 
Management in information—an interdisciplinary approach 

Oct 1978 Vol.12 No.4 Page5d 
Records management has become one of the principal disciplines 
involved in the management of information. But like the other dis- 
ciplines computer technology, micrographics, library sciences—it cannot 
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succeed in isolation. Proper management of information requires a 
carefully coordinated effort which best utilizes skills of each of these 
disciplines. 


Cramer, Ben 
New Horizons in Records Management 
Jul 1972 Vol.6 No.3 Page5 

The new horizons in records management will come and must come, not 
in the fields of the three functions of records identification, storage and 
retrieval, but in a new orientation by the practitioners to the disciplines 
of records management. This concept is discussed by the author and 
supported by his forecast of future techniques for information creation 
and retrieval. 


Deslongchamps, Denis, CRM 
Records management—what is it? 

Jul 1978 Vol.12 No.3 Page5d 
A clear understanding of a discipline is necessary before one can 
successfully apply its principles. Records management, one of the key 
disciplines in the field of information management and control, is no 
exception. It has evolved from the basic concept of retention and 
maintenance to an overall information processing concept. The author 
offers his theories on the meaning of records management and the 
challenges it presents. 


Dothan, Joseph 
Records management problems in Israel 

Jan 1969 Vol.3 No.1 Page9 
A leading management consultant, responsible in many ways for the 
development of practical and efficient management techniques in the 
State of Israel, reviews the problems of records management in that 
country. Many of these problems stem from the necessity of merging 
work procedures from the different customs and cultures that comprise 
present-day Israel. 


Evans, Donald F., CRM 

Cooperation in Information Management 
Jan 1984 Vol.18 No.1 Page 33 

see INFORMATION PROFESSIONS 


Fujita, Harry N. 
Graphic concept of records management, A 
Oct 1969 Vol.3 No.4 Pagel3 
Although detailed procedures are essential in records management, 
sometimes a look at the “forest” is a helpful reminder. 


Fujita, Harry ,CRM 
Incredible world of China, The 
Jul 1981 Vol.15 No.3 Page 53 
The “first records manager in China” shares a few of his impressions of 
his recent visit to China. 


Gray, William J. 
Is records management a dead issue? 

Apr 1970 Vol.4 No.2 Page 23 
Is the records manager a victim of technological advances? Can he meet 
the challenge of change? These and other questions are considered and 
answers suggested. Answers are provided that will enable the records 
manager to face the 70’s with optimism and determination. 


Hart, Harold Roger 
Records management and the paper crunch 
Jan 1974 Vol.8 No.1 Page5 

The paper shortage has become a matter of great concern to govern- 
ment, business, and industry activities. It is essential that records 
managers understand the true nature of this shortage, the alternatives to 
paper that are now available and being planned, and steps that can be 
taken in one’s own organization to minimize the paper shortage problem. 


Hogan, Kathryn C. 

Historical Overview, An-Records Management at the Metropolitan 
Police Department 

Jul 1979 Vol.13 No.3 Page5d 

Complete programs to manage records do not arrive full blown on day 
one. Here is an overview of the 100-year evolution of a successful 
program developed by a major police department for managing its 
records. 
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Horton, Forest W. Jr. 
Let’s bring paperwork management out of the filing closet 

Jul 1977 Vol.11 No.3 Page 18 
An examination of the status of the paperwork management profession 
and suggestions for how best to improve its image and obtain maximum 
benefits from its principles. 


Horton, Forest Woody 
Recordless Society? Another Information Age Myth 

Jul 1980 Vol.14 No.3 Page9 
An examination of the “Information Age” by a leading exponent of 
meaningful management of government records and information. The 
author, one of the principal task force leaders in the recent study by the 
Commission on Federal Paperwork, offers some practical concepts of 
records handling in the future. 


Horton, Frank 
Will the bureaucratic mind-set change or will it be changed? 

Oct 1978 Vol.12 No.4 Page 43 
While the tasks of federal records managers may not be in the forefront 
of the public’s mind, what they do or do not do to change the way the 
federal government approaches and handles information has a tremen- 
dous impact on the way our government is perceived by the people, and 
an even greater impact on the size, cost, and nature of the information 
burdens which government imposes on the people. This article contains 
the text of Congressman Horton’s (New York State) remarks to the 
annual Federal Records Management Conference, Fredricksberg, VA, 
held May 15, 1978. 


Humphreys, Anne Craig 
Records Managers as Professionals: A Sociological Perspective 

Jul 1984 Vol.18 No.3 Page 16 
In this article the author examines the status of records managers as 
professionals by comparing basic sociological models on the nature of 
professionals to what records managers say about themselves. Records 
managers are found not to fit Greenwood’s or Wilensky’s models of 
professionals, but rather are shown to better fit the model of semi- 
professionals. The possible effects of a growing number of women in the 
field are discussed and a few suggestions to enhance the position of 
records managers are recounted. 


Hyttenrauch, D. A. 

New Challenge for Canadian Records Managers, The 
Oct 1983 Vol.17 No.4 Page 20 

see RETENTION SCHEDULES 


Kunzig, Robert L. 
Changing concepts of management, The 

Jan 1970 Vol.4 No.1 Page5d 
Technological advances in automation and microminiaturation have 
had a significant effect upon business attitudes toward paperwork. It has 
become apparent that maximum benefits from these devices can only be 
achieved through a proper understanding of essential paperwork con- 
trols. 


Lake, Virginia 
Paper Frankenstein in a plastic case 

Apr 1969 Vol.3 No.2 Page 15 
The history and development of medical recording techniques are 
considered and some recommendations offered for regulating the volume 
and use of such documentation in the future. 


Langemo, Mark, CRM 
Future of information and records management, The 

Oct 1985 Vol.19 No.4 Page 28 
The “information and records management environment” is undergoing 
unprecedented and dramatic change. Costs of operating offices continue 
to rise steadily yet increases in the per-person productivity of informa- 
tion employees are often negligible. Office automation is widely dis- 
cussed and promoted though seldorn implemented and utilized to its 
potential. This article looks to the future, into the 1990s and sees many 
challenges and accomplishments. 


Lee, Leonard S., CRM 
Information management at the crossroads 
Apr 1982 Vol.16 No.2 Page5d 
War has been declared, by management led by knowledgeable records 
administrators, on the “forces of evil” —represented by increasingly more 
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complex/voluminous information handling problems. The purpose of 
this article is to discuss causes/origins of the struggle, ramifications of 
the problems and strategies/tools that can be utilized to overcome 
difficulties. Armed with such information, readers can clarify their own 
thinking and decide on the approach they wish to follow. 


Lovvorn, W. Lamar 
Records Management: Today and Tomorrow 

Jan 1975 Vol.9 No.1 Page5 
An executive examines the impact of records management on informa- 
tion and data requirements in business, as they exist today and as they 
will exist tomorrow with changes in business technology and the 
business environment in general. 


Morddel, Anne 
In Norway: The Threat of Efficiency 
Apr 1987 Vol.21 No.2 Page 44 


Morddel, Anne 
Records Management Problems in a Developing Country 
Oct 1987 Vol.21 Page 4 


Nicol, Patricia Ann 
Source Documents- Yesterday; Text Books Tomorrow (Part I) 

Jul 1968 Vol.2 No.3 Page5d 
A medical records librarian takes us on a fascinating journey through 
the ages, exploring the wonders of medical developments and documen- 
tation. This first of a two part series takes us from the Stone Age to the 
Eighteenth Century. 


Nicol, Patricia Ann 
Source Documents- Yesterday; Text Books Tomorrow (Part II) 

Oct 1968 Vol.2 No.4 Page 14 
Part II of an article which appeared in the July issue of RMQ. The 
author concludes her wonderful voyage through the anna!s of medical 
developments and documentation. All aboard for our trip from the 
Eighteenth Century to Modern Times. 


Nunn, Harry W., CRM 
Legislation in Records Management 

Jul 1979 Vol.13 No.3 Page 24 
In this article the Keeper of Public Records, Public Record Office, 
Victoria, Australia, presents an exmination of the legislative develop- 
ment in records management in Australia with some valuable insights 
into the concepts and philosophies that determine the success of such 
programs in government. 


Oberly, James W. 
Information revolution in historic perspective, The 

Oct 1982 Vol.16 No.4 Page5d 
Over the past decade, increasing numbers of experts have informed us 
that we are experiencing an “Information Revolution.” The features of 
this revolution are still unclear. We don’t know the identity of the 
revolutionaries and have no idea why they are in revolt. The only battle 
cry to emerge is “More Productivity,” a slogan not calculated to 
motivate anyone to storm the Bastille. It seems useful to step back and 
carefully examine what, if anything, is revolutionary in information 
management. The best way to accomplish this is to look to the past for 
guidance on how a revolution unfolds. 


O'Neill, James E. 
Information Management: The NARS Perspectives 
Jan 1980 Vol.14 No.1 Page 40 


O'Neill, James E. 
Recent Records Management Legislation in the United States 
Jan 1979 Vol.13 No.1 Page 44 


Osburn, William D. 
International Records Management 
Apr 1976 Vol.10 No.2 Page 48 





Penn, Ira A., CRM 
Federal Records Management in the 1980’s-Is Just Like It Was in the 
1780's 

Jul 1984 Vol.18 No.3 Page 16 
The management of U.S. Federal records-from the beginning to the 
present time. With this eye-opening and sometimes alarming article, the 
author discusses the diverse subjects of history, technology, and man- 
agement theory, and analyzes them together to try and explain why we 
are where we are with Federal recordkeeping today. 


Penn, Ira A., CRM 
Understanding the Life Cycle Concept of Records Management 

Jul 1983 Vol.17 No.3 Page5d 
In his typical, down-to-earth manner, the author explains the intricacy 
and simplicity of the life cycle concept in clear, easily understood terms. 
Included in the explanation is a thought-provoking analysis of the 
records management/information management controversy. 


Penn, Ira A.. CRM 
Will the real records management stand up? 

Jul 1981 Vol.15 No.3 Page 10 
Devil’s advocate? Clairvoyant? A thought provoking evaluation of the 
concept of records management—its past role and what opportunities it 
presents in the future. The author presents his views of the problems 
inhibiting the full application of records management and offers some 
meaningful solutions to these problems. 


Rhoads, James B. 
Dr. Rhoads Reorganizes Records Management Office/ NARS 
Oct 1979 Vol.13 No.4 Page 32 


Rhoads, James B. 
Records management and the Federal Paperwork Commission 

Oct 1978 Vol.12 No.4 Page 45 
This article contains text of a speach presented at the annua Federal 
Records Management Conference, held in Fredericksberg, VA, May 15, 
1978. Dr. Rhoads traces the development of records management, from 
the perspective of federal records legislation and activities. Addressing 
the findings of the Commission on Federal Paperwork, he emphasizes his 
support for its overall objectives and principles while reserving the right 
to question some of its recommendations. Unnecessary paperwork is not 
just caused by poor records management practices; poor management 
practices are also to blame. 


Rhoads, James B. 
Smith, Wilfred I. 
Why Records Management Is Important? 

Jan 1976 Vol.10 No.1 Page5d 
The Archivist of the United States and the Dominion Archivist-Canada 
discuss the current status of records management in governmental 
operations. The comments clearly demonstrate why records manage- 
ment has become such an essential part of management’s programs for 
efficiency and cost control. 


Ricks, Artel 
Crisis means opportunity 

Jul 1977 Vol.11 No.3 Page 60 
An observation by a former ARMA Association President that the 
prospect of significant change in the profession may arouse fears in some 
people. On the other hand, if viewed objectively, this may be seen as an 
opportunity for personal development and advancement. 


Ricks, Artel , CRM 

Records management as an archival function 
Apr 1977 Vol.11 No.2 Page 12 

see ARCHIVES MANAGEMENT 


Snyder, David P. 

Records Management for Tomorrow-New Opportunities and Critical 
Responsibilities 

Apr 1975 Vol.9 No.2 Page 10 

While the future presents many significant challenges for the records 
manager, it will also provide many exciting opportunities. The author 
considers these factors in light of technological changes and the impact 
of information privacy and secrecy on the role of records managers and 
administrators. 


Stewart, Jerry M. 
Records Management in Government 

Jul 1976 Vol.10 No.3 Page 37 
On December 27, 1974 Public Law 93-556 was approved by Congress 
creating a Commission on Federal Paperwork. As part of the commit- 
tee’s investigation into Federal paperwork, hearings were held in various 
parts of the country. This is the statement made by Jerry M. Stewart 
1975-76 president of ARMA before such a meeting held in Atlanta, 
Georgia, in April 1976. 


Tall, Ken 
Records Systems in Developing Countries and Organizations in the 
South Pacific 

Jul 1975 Vol.9 No.3 Page 28 
An interesting examination of records practices in the South Pacific and 
the approach taken by a government consultant to implement modern 
records management techniques. The article clearly demonstrates the 
universal nature of paperwork processing. 


Weil, Robert W. 
Expanding horizons of records management, The 

Jan 1969 Vol.3 No.1 Page5d 
The greatest challenge for the records manager lies ahead. His/her 
progress will be determined by their knowledge of the accepted principles 
of records management and their ability to meet new innovations. 


Woodall, Robert C., CRM 
Managing Information as a Resource 

Jul 1980 Vol.14 No.3 Page5d 
The management of information must be given equal attention with the 
resources that are needed to properly operate a business enterprise 
whether it be in the government of private sector. Along with personnel, 
materials and facilities, information is needed to successfully obtain 
efficient and profitable results. The author explores methods for proper- 
ly managing information utilizing traditional and new approaches in the 
field. 


Wright, Joseph Lloyd 
Corporate Information System as a Synergism, The 
Apr 1980 Vol.14 No.2 Page7 
see AUTOMATION-INTEGRATED TECHNOLOGIES 


DIRECTIVES MANAGEMENT 


Chippie, Wendy L. 
Procedure for Procedures, A 

Jan 1986 Vol.20 No.1 Page 36 
Records procedure manuals are the mainstays of records programs. 
Without them you may not be able to use or revise your record schedule, 
destroy anything, store anything, or find anything. Even though pro- 
cedure manuals are considered by many to be difficult to create, use, or 
update, they are a vital part of an effective records program. 


Silverman, Buddy Robert S. 
Myths of Directives Management, The 

Oct 1976 Vol.10 No.4 Page15 
An interesting discussion of directives management highlighting some of 
the often misquoted concepts of how directives should work and offering 
some more meaningful suggestions on ways to make them more 
effective. 


DISASTER RECOVERY PROGRAM 


see also 
VITAL RECORDS MANAGEMENT 


Computer Security 

Jul 1979 Vol.13 No.3 Page 64 
This primer on protection, reprinted from “Newspaper Controller,” 
covers hazards and advises on backup. 


Fire Protection System Protects Rare Document Vault 
Jan 1984 Vol.18 No.1 Page 64 
see ARCHIVES MANAGEMENT 


Fireman’s Fund to Review Some Very, Very Dry Documents 
Jan 1983 Vol.17 No.1 Page 41 
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GSA issues special report on records centers and archives fire protection 
Jan 1977 Vol.11 No.1 Page 36 

In mid-July, 1973, 17 million service records were destroyed when fire 
struct the Military Personnel Records Center near St. Louis, Missouri. 
This disaster prompted the GSA to appoint an Advisory Committee on 
the Protection of Archives and Records Centers. The results of the 
meetings of this committee were presented in a report entitled PRO- 
TECTING FEDERAL RECORDS AND ARCHIVES FROM FIRE. 
This article summarizes the findings of this report. 


Test Lab Dries Books for FBI 
Oct 1983 Vol.17 No.4 Page 22 


ARMA Greater Los Angeles Chapter 
Earthquake! 

Jul 1971 Vol.5 No.3 Page 24 
In an effort to evaluate the effects of the February 9, 1971, earthquake in 
Southern California on business, a group of records managers from the 
area met to discuss the matter. 


Balon, Brett J. 
Gardner, H. Wayne 
It’ll Never Happen Here 

Jul 1986 Vol.20 No.3 Page 26 
Disaster contingency plans are valuable tools to have before disaster 
strikes. The question is whether Canadian urban municipalities are 
prepared for accidents to records and records facilities. This article 
outline. the state of disaster contingency planning among Canadian 
urgan municipalities that have a records management program in place. 


Balon, Brett J. 
Gardner, H. Wayne 
Disaster Contingency Planning: The Basic Elements 

Jan 1987 Vol.21 No.1 Page 14 
This article outlines the reasons for developing a disaster contingency 
plan and discusses the steps to create one. The steps include: Risk 
Assessment and Prevention, Preliminary Plan Development, Final Plan 
Development, Testing, and Approval. A case study of how the City of 
Regina created and implemented its disaster plan is provided as an 
illustration of the major steps. The article lists the major sections which 
should be included in every plan and sources of information which will 
help you to develop a plan for your organization. 


Bulgawicz, Susan 
Nolan, Charles E., CRM 
Disaster Planning and Recovery: A Regional Approach 

Jan 1987 Vol.21 No.1 Page 18 
In 1983, ARMA’s Region V began to examine the possibility of 
establishing a regional disaster recovery team. Over the next three years, 
emphasis shifted to disaster prevention, disaster preparation, aad 
member education. This process culminated in a February, 1986, 
regional workshop on disaster prevention and recovery. The result of 
thie process has been a strong regional network of local disaster 
preparedness committees, numerous local programs on disaster topics, 
the beginnings of chapter libraries concerning disaster prevention and 
recovery, and the identification of local and national resources to call 
upon when disaster strikes. 


Carlisle, Van G. 
Avoiding Electronic Media Disasters 

Jan 1986 Vol.20 No.1 Page 42 
Are we taking the wrong approach in protecting electronic data media 
against fire and other disasters? This article notes the surge of interest in 
disaster preparedness planning, cites studies that show which disasters 
occur most often, and acknowledges that off-site storage and backup 
sites are the generally accepted solutions. But it then argues there is 
another, better way to protect data media. 


Donaldson, Richard C. 
Protecting the Business from Disaster 
Jan 1983 Vol.17 No.1 Page 33 
see VITAL RECORDS MANAGEMENT 


Eulenberg, Julia Niebuhr 
Ink and water: the creation and dissolution of records 
Jan 1982 Vol.16 No.1 Page 18 
The successful recovery of water-damaged records depends on the 
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quality of the materials used to create the original records as it does on 
the skills and knowledge of a well-trained records management staff. 
This article is intended to raise the consciousness of both records 
managers and originators. 


Hambelton, William A. 
Vital records protection 
Apr 1969 Vol.3 No.2 Page 27 
see VITAL RECORDS MANAGEMENT 


Hoffman, Annie 
Baumann, Bryan 
Disaster Recovery-A Prevention Plan for NWNL 

Apr 1986 Vol.20 No.2 Page 40 
The topic of disaster recovery is fast becoming an important issue for 
most corporations. This article sets up the structure of a disaster 
recovery plan for a typical large company. It deals with important 
aspects of a plan, including establishment of goals, identification of a 
reporting structure, selection of appropriate information, and identifi- 
cation of appropriate protection methods. 


Keeler, David Z. 
Flood recovery actions for research records 

Jan 1977 Vol.11 No.1 Page 34 
It can happen, and it does! Hopefully, it won’t happen to you. Disasters 
occur and the records manager has the responsibility for the protection 
of his/her organization’s records. In this article a records manager shares 
his experiences with you—frustrations, cost and loss of vital records as a 
result of torrential rains. 


London, Sol 
Outer Space Saves 40,000 Water-Soaked Books 
Apr 1979 Vol.13 No.2 Page 38 

This article is reprinted from “Lockheed Life,” an employee magazine 
published by the Lockheed Corporation. It describes how Lockheed 
Missiles and Space Company and “outer space” came to the rescue of 
40,000 water-soaked books, some printed in the 1600's, when a broken 
water main flooded a Stanford University (California) library basement. 


Lowell, Howard P. 
Preserving recorded information 

Apr 1982 Vol.16 No.2 Page 38 
Every records system is susceptible to immediate and catastrophic losses 
as a result of natural or man-caused disasters. This article suggests ways 
for records managers to prevent disasters from occurring, and to cope 
effectively when one does happen. 


Murray, Toby 
Bibliography on Disasters, Disaster Preparedness and Disaster Recov- 
ery 

Apr 1987 Vol.21 No.2 Page 18 


Murray, Toby 
Don’t Get Caught with Your Plans Down 

Apr 1987 Vol.21 No.2 Page 12 
Natural and man-made disasters need not result in the total destruction 
of records. Knowing what to do before, during, and after a disaster will 
help to lessen the severity of damages and expedite the recovery 
operation. Developing a disaster preparedness will prepare you for any 
contingency that could affect your records and provide you with the 
information necessary to salvage them. This article presents step-by- 
step guidance on recovery operations—an important part of any disaster 
preparedness program. A comprehensive bibliography is included. 


O’Brien, John P. 
Information insurance 
Apr 1969 Vol.3 No.2 Page 24 
see VITAL RECORDS MANAGEMENT 


Stender, Walter 

Records protection: National Personnel Records Center fire—St. Louis 
Jan 1974 Vol.8 No.1 Page 37 

On July 12, 1974, a fire destroyed most of the sixth floor of the Military 

Records Building of the National Personnel Records Center. This article 

discusses the details of this disaster and subsequent recovery. Included 

also is a question and answer session with the author. 





Vossler, Janet L. 
Human Element of Disaster Recovery, The 

Jan 1987 Vol.21 No.1 Page 10 
As the value of information increases, disaster recovery planning is 
recognized more and more as being critical to both the public and private 
sectors. Consequently, records managers have worked towards develop- 
ing disaster recovery guidelines and standards. However, when planning 
to protect an organization’s vital records, one element—the human 
element—is often overlooked. 


Wardlaw, Thomas R. 

Microfilms and the Business Disaster-A Case Study 
Jul 1976 Vol.10 No.3 Page 32 

see MICROGRAPHICS-APPLICATIONS 


DISPOSITION 


ARMA 
Records Recycling: Inside Pandora’s Box 

Jan 1972 Vol.6 No.1 Page 47 
In the July 1971 issue of the RMQ, Harry Fujita described the general 
setting of “Ecology and Economics in Records Recycling: A Pandora’s 
Box.” In this issue, ARMA’s newly established waste records committee 
explored these problems with a member of the paper industry and a 
research faculty member of the University of Washington in a simulated 
panel discussion. 


ARMA, Milwaukee and Madison Chapters 
Goodman, David G. ,CRM 
Records disposition practices 

Oct 1982 Vol.16 No.4 Page 48 
The Milwaukee and Madison Chapters of the Association of Records 
Managers and Administrators sponsored a study designed to identify the 
records disposition practices in the service area to determine the scope 
and types of destruction methods used, and to provide interested 
organizations with a description of the state of the art of records 
disposition of businesses with similar backgrounds. The members of the 
Milwaukee and Madison Chapters of ARMA represent a wide range of 
business organizations and records management programs. A descriptive 
study was undertaken to determine demographics, aspects of different 
records management programs, and range of practices of disposition 
throughout the different organizations. 


Bell, Don H. 
Records disposal authority 

Jan 1981 Vol.15 No.1 Page 42 
Canadian businesses planning to dispose of or destroy records are 
advised to write to the appropriate government office. This article 
provides necessary addresses. Federal and provincial legislation provides 
for certain requirements and conditions on retention of business records. 


Field, David D. 
Boeing discovers a waste basket bonanza 

Jan 1970 Vol.4 No.1 Page13 
The increase of office workers together with the deluge of printed 
information, had created problems for Boeing’s Commercial Airplane 
Group, particularly in the storage and retrieval of records. This article 
discusses Boeing’s solution to this problem: Operation Round File, 
which resulted in the removal of obsolete records from the files to make 
room for more active data. 


Fujita, Harry N. 
Ecology and Economics in Records Recycling: A Pandora’s Box 

Jul 1971 Vol.5 No.3 Paged 
There are both ecological and economic values to be considered in 
destroying records. Are records managers doing all that can be done to 
take advantage of those values? The effects of recycling and the efforts 
being undertaken in that area are considered in this article. 


McLellan, Peter M. 
Ecology and records destruction—update 

Jan 1973 Vol.7 No.1 Page 31 
This report was initially presented at the 16th Annual ARMA Confer- 
ence, held in Chicago (Oct, 1971) as a report of the Waste Records 
Disposal and Reclamation Committee. It has since been completely 
rewritten and updated to Nov, 1972. 
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McLellan, Peter M. 
Ecology-Records Management’s Responsibility 

Oct 1975 Vol.9 No.4 Page5d 
This issue of ecology-recource recovery and recycling-is unquestionably 
one of the most complex socio-economic problems facing our nation and 
the world today. For the small company, a successful or unsuccessful 
program may rest on thorough research, right timing, and dogged 
determination. For the very large company, a successful program will be 
dependent upon almost the same factors that surround a new marketing 
venture of a product, process or service. 


Rice, Robert D. 
Paperwork systems—Part VIII: Records retention and disposition- 
Climb to the top of the mountain 
Apr 1977 Vol.11 No.2 Page 44 
see RETENTION SCHEDULES 


Santone, Joseph H. 
Mile High File Pile 
Oct 1972 Vol.6 No.4 Page5d 
see RECORDS MANAGEMENT PROGRAM-CONTROLLING 


EDUCATION 


Directory of collegiate schools teaching records nanagement 

Jul 1981 Vol.15 No.3 Page 62 
Supplementing the January, 1981 RMQ directory of schools and courses 
offered on the subject of records management. Directory was based upon 
a survey conducted by ARMA and the ICRM. 


ARMA 
ARMA Directory of Collegiate Schools Offering Courses and Majors in 
Records . .. Management-1986 

Oct 1986 Vol.20 No.4 Page 50 


ARMA 

ICRM 

Survey of Collegiate Schools Teaching Records Management 
Oct 1980 Vol.14 No.4 Page 58 


ARMA 
Teaching Records Management in the United States: A Survey 
Apr 1968 Vol.2 No.2 Page 29 
This report was prepared by ARMA’s Committee on Professional 
Training and Standards during the summer and fall of 1967. 


Aas, Holly B. 
Professional development of records managers in a university degree 
curriculun 

Oct 1981 Vol.15 No.4 Page 33 
This article discusses the records management internship program 
offered through the University of North Dakota. The author, a partici- 
pant in the program, relates her experiences and reactions as well as 
those of others who have participated in the program. 


Allee, W. Arthur 
Records management course content 

Jul 1970 Vol.4 No.3 Page 30 
In 1968, 233 ARMA members participated in a survey to determine the 
desired content of records management courses on the high school/ 
college level. A questionnaire was sent to the entire ARMA membership, 
asking them what information they believe should be provided in a 
course at the high school level to work with records in business or at the 
college level to be prepared to assume supervisory and management 
positions. This article details the findings of this survey. 


Bennett, James C. 
Lind, Virginia M. 
Analysis of contemporary records management curricula in U.S. col- 
leges and universities, An 

Jul 1973 Vol.7 No.3 Page 32 
Changing technology in business and industry demands changes in the 
education of those preparing themselves for business careers. One of the 
most rapidly changing areas is that of the creation, maintenance, and 
disposition of business records. The growing emphasis in this area should 
be reflected by an increase in college courses in records management as 
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well as the number of schools planning such courses. This article 
presents the results of a survey of 306 colleges and universities across the 
United States regarding the content of their records management 
courses. 


Bennett, James C. 
Lind, Virginia M. 
Analysis of contemporary records management curricula in U.S. col- 
leges and universities, An 

Oct 1973 Vol.7 No.4 Page 29 
In the July 1973 issue of RMQ was presented Part I of a survey 
conducted by Dr. James Bennett and Virginia Lind of California State 
University, Northridge, California. This study, done under the auspices 
of ARMA’s National Curriculum Committee, covered the various 
aspects of teaching records management on the college and university 
level. Course outlines submitted by the educational institutions also 
provided an interesting view of teaching techniques and are presented 
here for the interest and information for RMQ readers and subscribers. 
Part II of this series presents samples of these outlines. Additional 
outlines appear in later issues of RMQ. 


Bennett, James C. 
Lind, Virginia M. 
Analysis of contemporary records management curricula in U.S. col- 
leges and universities, An 
Jan 1974 Vol.8 No.1 Page 40 
Continuation of Part II: Course outlines 


Bennett, James C. 
Lind, Virginia Lind 
Analysis of contemporary records management curricula in U.S. col- 
leges and universities, An 
Apr 1974 Vol.8 No.2 Page 27 
Conclusion of Part II: Course outlines 


Bennett, James C. 

Fujita, Harry N. 

Collegiate Education for Records Management-A Challenge for the 70’s 
Oct 1971 Vol.5 No.4 Page5 

A current examination of the educational requirements of records 

managers and what a c “llegiate course of study should include. A careful 

analysis of course methods of instruction and alignment with the ARMA 

Certification Program. 


Bennett, James C. 
Education for Records Management in the Two-Year Community 
College 

Jan 1976 Vol.10 No.1 Page 21 
A survey report on the status of records management education in 
community colleges showing course titles, enrollment, teaching materi- 
als and techniques used, and offering some recommendations for 
expanding and improving educational opportunities on that learning 
level. 


Bennett, James C. 
Role of Records Management in the College Curriculum, The 
Apr 1968 Vol.2 No.2 Page 25 
An educator reviews the availeility of records management courses in 
institutions of higher education. 


Buckland, Michael K. 
Records management in its intellectual context: Experience at Berkeley 
Oct 1982 Vol.16 No.4 Page 26 

Educational planning should be based on explicit assumptions. The 
School of Library and Information Studies at the University of Califor- 
nia, Berkeley, has developed a master’s program of professional educa- 
tion for records management. During the design of this program it was 
assumed that the quantity of documents and data is increasing; the 
significance of information is increasing; there is diversification among 
information professionals; a technological shift is affecting us all; there 
is a profound convergence (in theory, technology, and organizationally) 
as different sorts of information managers become more sophisticated; 
and the teaching of current good practice is not enough. The steps taken 
to develop a records management program within the context of a range 
of specialities is described. 
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Christensen, G. Jay 

Educational challenge of forms management 
Apr 1973 Vol.7 No.2 Page 11 

see FORMS MANAGEMENT 


Cullivan, Kathryn Gould 
Taught Any Good Classes Lately? 
Oct 1984 Vol.18 No.4 Page 65 

The ARMA Code of Ethics states that we have an obligation to promote 
and improve the profession of records management. The author, who 
has chaired her chapter’s Scholarship Committee and who has taught 
records management, shares ways in which ARMA chapters and 
individual memebers can promote records management in local educa- 
tional institutions and can help to improve the teaching of records and 
information management. 


Fields, Albert A., Jr., CRM 
Blueprint for Establishing a Records Management Educational Pro- 
gram, A 

Jan 1979 Vol.13 No.1 Page 33 
The key to professional development is education. In recent years 
courses and degree programs in records management at universities and 
colleges have increased in number significantly, yet many communities 
lack scholastic coverage of this vital management control technique. 
This article presents a plan of action for initiating a records management 
education program. 


Gill, Suzanne 
Education and Information Trends 

Jul 1980 Vol.14 No.3 Page 44 
The St. Louis Community College at Florissant Valley undertook a 
series of surveys during the fali semester 1979 to examine the potential 
and future direction for the library technical assistant program. The 
results show that a multidisciplinary, interdisciplinary approach will be 
used in the future by both industry and educational programs to manage 
information and to train information personnel. 


Institute of Certified Records Managers Outline for Certified Records 
Manager Examination 

Oct 1985 Vol.19 No.4 Page 63 
Covering subject matter which may be included in an I, CRM examina- 
tion. Outline is not intended to provide answers to examination ques- 
tions but rather to serve as a study guide for examination candidates 


Lee, Jo Ann 
Training—RMG special feature 
Jul 1977 Vol.11 No.3 Page 40 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


Madsen, Russell 
Teaching records management at St. Cloud State University 

Oct 1981 Vol.15 No.4 Page 34 
While on sabbatical leave, the author gained relevant records manage- 
ment experience for the purpose of preparing such a program at his 
university. A proposal was submitted and subsequently a four-year 
office administration program with emphasis on records management 
was approved at St. Cloud (Minnesota) State University in 1977. An 
overview of this program is presented as a guideline for encouraging and 
assisting other colleges to develop similar programs. 


Miller, Sharon R., CRM 
IRM Education-A Joint Effort 

Oct 1984 Vol.18 No.4 Page 63 
North Harris County College created the first Associate of Applied 
Science (A.A.S.) degree in Records Management in Texas. This program 
was developed in 1975 through a joint effort by community business 
leaders, college educators, and NHCC administrators in order to fulfill a 
shortage of qualified employees in information and records manage- 
ment. This report is presented to assist others who desire to add 
Information and Records Management to their college curricula. 


Moyer, Ruth 
Analysis of the records management function in the private and public 
sectors—implications... 
Jul 1978 Vol.12 No.3 Page 33 
see RECORDS MANAGEMENT PROGRAM 





Norris, Arthur S. 
One Technique for Teaching Records Management 

Oct 1971 Vol.5 No.4 Page8 
An appropriate addendum to an article on “Collegiate Education in 
Records Management” in this report on the teaching of records man- 
agement at San Jose State College, San Jose, California. 


Pemberton, J. Michael 
Library and information science: the educational base for professional 
records management 

Apr 1981 Vol.15 No.2 Page 48 
This article provides a valuable contribution to the concept of an 
interdisciplinary approach to information management. Using library 
and information science as a base, the author examines the relationship 
between the discipline and records management, and offers some valid 
reasons for a shift in required education from business schools to schools 
of library and information science. 


Pemberton, J. Michael 
Records management courses in accredited library schools: A rationale 
and survey 

Jul 1982 Vol.16 No.3 Page 10 
Changes in the topography of the information field will require that 
library and information science educators explore and become commit- 
ted to new markets such as records management. A survey of accredited 
schools of library and information science shows the extent to which 
separate courses in records management are currently being offered. 
Over time, further study will show additional relationships between 
these two interdisciplinary fields and confirm the utility of interest and 
involvement on the part of library and information science educators in 
records management education. 


Place, Irene 
People and Records 

Jul 1967 Vol.1 No.3 Page 21 
A major cause of paperwork problems is people. A leading business 
educator discusses some of the weak points in our training programs for 
records personnel and offers some meaningful guidelines for correcting 
these weaknesses. 


Pompetti, Pete 
High school students learn records management from business 

Anr 1973 Vol.7 No.2 Page 32 : 
The vast potential of employers for providing career education has never 
been fully exploited or systematically explored. Employers are begin- 
ning to recognize a strong obligation to contribute to the educational 
process but are uncertain about the role they might play. A central goal 
of the Academy for Career Education is to explore the extent to which 
employers can effectively participate in sustaining a program of career 
education independent of external change agencies. 


Robek, Mary F., CRM 

ARMA Chapter Activities Promoting the CRM Program 
Oct 1984 Vol.18 No.4 Page 70 

see PROFESSIONAL ORGANIZATIONS 


Rudolph, Eleanore L. 
Remp, Ann M. 
Two-Year Curriculum in Records Management at a Michigan State 
College, A 

Oct 1976 Vol.10 No.4 Page 33 
Recent issues of the RMQ have emphasized the increasing attention 
being placed on formal education for records management. More and 
more colleges and universities are introducing courses of study on the 
subject. Here is a detailed report on such a course being offered at Ferris 
State College. 


Seibel, C. Sheldon, CRM 
Records Management in Its Intellectual Context “xperience at the 
University of Texas at Austin 

Jul 1987 Vol.21 No.3 Page3 
This article explores the intellectual context in which records manage- 
ment is taught and practiced. It attempts to describe this field of study 
empirically and discovers an undergirding web of interdisciplinary 
understanding which puts records management i: a much wider intel- 
lectual environment. The shared understanding, is unfolded through a 
look at three major presentations from the areas of information systems 
management, information science, and micrographics. 
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Williams, Robert V. 
Records Management Education: An IRM Perspective 
Oct 1987 Vol.21 No.4 Page 36 

The records management profession must make some critical decisions 
in the near future about directions for formal education. This article 
briefly reviews the three major educational traditions in the field 
(on-the-job, technical/ vocational, under-graduate business degree) and 
considers the impact of the concepts of information resource manage- 
ment (IRM) on them. The integration of IRM concepts with records 
management is considered through examples from an introductory 
course at the University of South Carolina, College of Library and 
Information Science. 


Zimmerman, Helene L. ,CRM 
Robek, Mary F., CRM 
Directory of collegiate schools teaching records management 
Jan 1981 Vol.15 No.1 Page 43 
Joint study of the Institute of Certified Records Managers and the 
Association of Records Managers and Administrators. 


ELECTRONIC IMAGING 


see also 
AUTOMATION-ELECTRONIC IMAGING 


ERGONOMICS 


see also 
FILING EQUIPMENT & SUPPLIES 


ETHICS 


see also 
LEGAL & ETHICAL RESPONSIBILITIES 


FILING EQUIPMENT & SUPPLIES 


State of Michigan filing guide 
Oct 1977 Vol.11 No.4 Page 36 

The Department of Management and Budget, State of Michigan 
published a guide to filing equipment for use by state agencies and 
departments. The purpose of this guide was to inform state agencies of 
the most appropriate use of various types of equipment. Highlights of 
this GUIDE are presented in this article, which also includes relevant 
illustrations and an equipment comparison chart. 


ARMA Milwaukee Chapter 
Records Equipment/Supplies Survey 
Oct 1979 Vol.13 No.4 Page 48 


Barber, Donald T. 
Drawer filing vs lateral filing 

Oct 1969 Vol.3 No.4 Page 16 
In an earlier issue of RMQ, a paper was presented advocating the use of 
standard drawer filing over lateral filing. In response and in opposition to 
that approach, a Canadian records management practitioner offers his 
thoughts on the subject. 


Blankmann, Elmer W. 

Information and Records Retrieval Systems 
Oct 1971 Vol.5 No.4 Page 16 

see INFORMATION RETRIEVAL SYSTEMS 


Christiansen, Barbara A. 

An analysis of active storage areas, equipment, and supplies 
Apr 1982 Vol.16 No.2 Page 55 

see ACTIVE RECORDS MANAGEMENT 


Christiansen, Barbara A. 

An analysis of inactive storage facilities, equipment and supplies 
Jul 1982 Vol.16 No.3 Page 36 

see INACTIVE RECORDS MANAGEMENT 


Dunn, John F., CRM 
Selection of Filing Equipment 

Jul 1976 Vol.10 No.3 Page 21 
There are many types of filing equipment available for office use today. 
The informed records manager is aware of the advantages and disad- 
vantages of each and their relative operating costs. The author of this 
article, a well experienced practitioner, provides a straightforward 
analysis of filing equipment selection and ure. 
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Gillotte, Robert P. 
Circular filing versus linear filing 

Jul 1982 Vol.16 No.3 Page 18 
An authoritative analysis of the volume capabilities of circular and 
linear filing, well-illustrated to provide the reader with meaningful 
comparisons. 


Lee, Jo Ann 
Training—RMQ special feature 
Jul 1977 Vol.11 No.3 Page 40 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


Lee, Leonard S. , CRM 
What do you do with a million fiche? 
Jan 1978 Vol.12 No.1 Page15 
see MICROGRAPHICS-APPLICATIONS 


Linton, J. Eddis, FRMA, CRM 
Comparing File Housing: A Proposed Standard Basis of Comparison 
Apr 1983 Vol.17 No.2 Page8& 
Robert Gillotte’s article in the July 1982 issue of the Records Manage- 
ment Quarterly titled “Circular Filing Versus Linear Filing” highlights 
the quandary many people find themselves in when talking about the 
comparative capacities of file housing. This quandary relates directly to 
the adbsence of a standard way of measuring capacity that the 
profession can follow. The author finds the use of cubic inches a 
cumbersome basis for comparison where rotary units are involved. This 
article proposes a standard approach to measuring capacity, hopefully 
divorced from specious arguments of suppliers with a need to show their 
product in the best possible light. . 


Lovett, Tom 
Filing systems applicator 

Apr1970 Vol.4 No.2 Page 15 
Presented in this article is a new and unique system for the selection of 
filing equipment. The filing applications are charted, which means that 
filing problems can be pin-pointed. The chart then provides several 
suggested solutions by means of numbers which link up to a list of 
different filing methods. 


Monaco, Ron 
Mechanized Filing: Cost Versus Expense 

Apr 1984 Vol.18 No.2 Page 10 
This article examines the advantages of rotary filing, particularly for the 
small to medium sized business caught somewhere between the tradi- 
tional four and five drawer filing cabinet and computerization. The 
author’s discussion is generic. He also includes two charts analyzing cost 
for selected options, based on 10,000 filing inches, projected over a ten 
year period. 


Morin, Robert P. 
Relocating a Records Management Operations 
Oct 1976 Vol.10 No.4 Page5d 
see ACTIVE RECORDS MANAGEMENT-PLANNING 


Niemoller, Ralph K. 

Housing for “Very Active” Correspondence Size Records: File Cabinets 
or Shelves-or What? 

Apr 1975 Vol.9 No.2 Page 24 

The records manager plays a very vital role in the determination of 
records housing equipment. He must make careful and detailed evalua- 
tions of the pros and cons of each type of equipment before reaching a 
decision. This article provides some very valuable comparisons between 
the use of file cabinets and shelving. 


O’Brien, Charles F. 
Records management marketeer vs the office equipment salesman, The 
Jan 1978 Vol.12 No.1 Pagell 

Before a records manager can make a meaningful proposal concerning 
his company’s records management systems, he must examine all 
possible information resources, including equipment salesmen and man- 
ufacturing representatives. A misunderstanding of the services provided 
by these salesmen and representatives has caused many records manag- 
ers to avoid them in fear of being “product” influenced rather than 
system satisfied. This article attempts to clarify the role played by these 
resources. 


Richman, Leo 
Filing Equipment Control 
Jan 1972 Vol.6 No.1 Page 28 
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Shirn, John, CRM 
Manifold Methods of Records Management 

Jan 1979 Vol.13 No.1 Page 10 
Decisions regarding the selection of filing equipment must be based upon 
careful evaluation of needs and equipment cost and capabilities. The 
author presents his concept of “Decision Charts” and the role they play 
in equipment selection as well as in other facets of records management. 


Tarrant, Richard 
Filing equipment standards 

Jan 1969 Vol.3 No.1 Page 19 
A careful examination of filing equipment requirements together with a 
meaningful analysis of cost factors can produce many economies. These 
elements, as well as the need for establishing filing equipment standards, 
are discussed. 


FILING SYSTEMS 


see also 
ACTIVE RECORDS MANAGEMENT 


Anonymous File Clerk 
A giant step “backwards” 
Apr 1974 Vol.8 No.2 Page 14 
A humorous ode to terminal digit filing systems. 


ARMA, Milwaukee Chapter, Research Committee 
Goodman, David G. Chairperson 
Survey of alphabetic filing rules 

Jan 1985 Vol.19 No.1 Page 54 
A sumn ry of responses to survey on alphabetic filing and indexing 
rules, which have been developed by organizations to resolve the 
problem of confusion created in locating information from files of an 
office or location different from one’s own usual working location or even 
in their own files when information is stored by several workers. 


Barber, Donald 
History of Alphabetic Color Coding, A 
Jan 1980 Vol.14 No.1 Page 36 


Barber, Donald 
History of Numeric Color Coding, A 
Oct 1979 Vol.13 No.4 Page 10 


Brown, Gerald F. 
Statistical sampling and the file survey--a case study 
Jan 1970 Vol.4 No.1 Page 19 
see ACTIVE RECORDS MANAGEMENT-OPERATIONS 


Campo, Delores 
Common “cents” v. demon monster 

Oct 1973  Vol.7 No.4 Page 21 
A practical examination of some of the problems involved in filing 
business records together with suggestions for their correction. Filing 
systems, equipment and retention are considered by the author. 


Daum, Patricia B. 

Implementing administrative file systems: practical experience 
Apr 1985 Vol.19 No.2 Page 36 

see INFORMATION RETRIEVAL SYSTEMS 


Gordon, Stanley B. 
Functional Filing System for State and Local Government-Part I 

Apr 1972 Vol.6 No.2 Pagel8 
The presentation of a unique system for the filing and retention of state 
and local government records by combining these elements into a single 
document. This article represents Part I of a series offering a complete 
functional filing program. 


Gordon, Stanley B. 

Functional Filing System for State and Local Governments-Part II 
Jul 1972 Vol.6 No.3 Page 14 

Part II of a continuing series on MUFFS (Municipal Unified Functional 

Filing System), a unique system for the filing and retention of state and 

local government records by combining these elements into a single 

document. This part also includes information on the filing procedures 

to be used with MUFFS. 
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Gordon, Stanley B. 

Functional Filing System for State and Local Government-Part III 
Oct 1972 Vol.6 No.4 Page9 

Part III of a continuing series on MUFFS, a unique system for the filing 

and retention of state and local government records by combining these 

elements into a single document. This part also includes information on 

the inventory technique to be used with MUFFS. 


Gordon, Stanley B. 

Functional filing system for state and local government, A—Part IV 
Jan 1973 Vol.7 No.1 Page 16 

The presentation of a unique system for the filing and retention of state 

and local government records by combining these elements into a single 

document. This article represents Part IV of a series offering a complete 

functional filing program, and includes reference to a MASTER LOCA- 

TOR for the system. 


Gordon, Stanley B. 

Functional filing system for state and local government, A—Part V 
Oct 1973 Vol.7 No.4 Page 26 

The presentation of a unique system for filing and retention of state and 

local government records by combining these elements into a single 

document. This article represents Part V of a continuing series offering a 

complete functional filing program. The author is Records Management 

Officer and Archivist for the City of Los Angeles, California. 


Gordon, Stanley B. 
Functional filing system for state and local government, A—Conclusion 
Jan 1974 Vol.8 No.1 Page 19 

The presentation of a unique system for filing and retention of state and 
local government records by combining these elements into a single 
document. This article represents the conclusion of a continuing series 
offering a complete functional filing program. The author is Records 
Management Officer and Archivist for the City of Los Angeles, Califor- 
nia. 


Grandmaitre, J. Ronald 
Classification of Chinese Names 

Jan 1972 Vol.6 No.1 Page 20 
An interesting examination of the factors which govern the spelling and 
filing of Chinese family names. The author also discusses some of the 
historical factors which influenced the origin of these names. 


Graham, Suzanne D. 
Development and implementation of a functional subject filing system, 
The 

Jul 1978 Vol.12 No.3 Page 19 
Records Management is the responsibility of the Manager, Records 
Management and Technical Information Services at Chevron, U.S.A. 
Inc.—Central Region. Beginning 1964, a modified Dewey Decimal 
Classification system was used to control all of Chevron’s general 
subject, administrative and correspondence records. The modified DDC 
system proved inadequate for easy filing and retrieval of individual 
records and a number of records management problems resulted. A 
survey of records and users was made and a more effective subject 
classification system based on organizational units, functions and 
processes was developed. 


McLellan, Peter M. 
Master file plan, A 

Jan 1974 Vol.8 No.1 Pagell 
The master file plan upon which this article was based was designed as 
part of a model information system developed under contract by the 
Washington/Alaska Regional Medical Program with the Health Ser- 
vices and Mental Health Administration of the Department of Health, 
Education, and Welfare. It provides a logical format for structuring all 
the files of a given organization into one comprehensive system. 
Adaptable to almost all types of files, it should be of long term value to 
any records manager. 


McLellan, Peter M., CRM 
Police Administrative Files 
Jul 1979 Vol.13 No.3 Page 17 
see ACTIVE RECORDS MANAGEMENT-PLANNING 


Payne, Marjorie Thomas 
Centralized files and correspondence control 

Jul 1969 Vol.3 No.3 Page 27 
A capsule review of some of the guidelines to be considered when 
deciding on what type of filing organization to use. The author also 
comments on some useful techniques for correspondence control. 


Richelsoph, Martin , CRM 
Progressive techniques for subject filing 

Apr 1981 Vol.15 No.2 Page 34 
An examination of different approaches to be taken in the filing of 
subject materials. The author expresses a concern about forgetting some 
of the basic filing concepts as we progress into the “Office of the Future.” 
Steps to be taken in organizing a subject filing system and justifying the 
need are considered. 


Richman, Leo 
Standard Filing Systems 
Jul 1971 Vol.5 No.3 Page 39 


Saffady, William 
Filing system for official university records, A 

Oct 1973 Vol.7 No.4 Page 16 
A well established records management program provides for a mean- 
ingful and applicable filing system—one which carefully examines the 
needs of a given organization and then provides the needed retrieval 
capability. This article outlines the approach taken by Wayne State 
University in developing a filing system consistent with their overall 
concept of records management. 


Sanders, Robert L. 
Subject files: an answered challenge to records management 

Jul 1985 Vol.19 No.3 Page 32 
Subject files maintained by many offices are relatively small in volume, 
refractory in the presence of a disposition schedule, resistant to rational 
arrangement and generally more intractable than “case” files. However, 
their potential effectiveness in bringing together quickly information 
required for managerial decisions makes it worthwhile to consider the 
special problems involved in their arrangement and handling. This 
article attempts to delineate some of those protlems and some possible 
solutions to them. 


Springer, James J. 
Creation of a new filing system 

Jan 1977 Vol.11 No.1 Page 14 
A case study covering the conversion of a filing system, not only 
involving equipment, but the supplies and control procedures needed to 
assure the continued ability to retrieve requested information. This is 
the second article on the Federal Life Insurance Company’s filing 
activities. 


Springer, James 
Development of a Records Continuity Program 
Oct 1976 Vol.10 No.4 Pages 
see ACTIVE RECORDS MANAGEMENT-PLANNING 


Walker, John C. 
Savings as a result of standard filing rules 

Jan 1978 Vol.12 No.1 Page 10 
Lack of a filing policy is one of the major causes of wasted time and 
increased frustration in many organizations’ office operations. The 
variety of filing systems or lack of them indicates a lack of management 
interest and direction. A corporate alphabetical filing system is the 
solution recommended by this article because such a system would 
ensure that the titles of each file unit would be in accordance with a 
specific set of alphabetical filing rules. 


Westington, Ralph 
Case Records Filing System 

Apr 1976 Vol.10 No.2 Page9 
There are many different filing systems available to the records manager 
today for the maintenance of case records. Selecting the proper one 
requires a complete understanding of the advantages and disadvantages 
of each. The author discusses and evaluates some of these systems and 
presents illustrations of how they are used. 
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Zinkham, Anne 
File classification systems in government departments 

Apr 1970 Vol.4 No.2 Page 12 
A workable file classification system is essential to the operation of both 
government and business. This article presents a practical approach to 
the design and installation of a revised system in government depart- 
ments. 


FORMS MANAGEMENT 


California Bill Establishes Forms Management Center 
Oct 1975 Vol.9 No.4 Page 19 


Kentucky Takes Action 

Jan 1976 Vol.10 No.1 Page 36 
This Executive Order issued by the Governor of the State of Kentucky 
relating to the use of forms in the operation of state government presents 
another and quite different approach to solving state records problems. 


Blum, David, CRM 
Establishing a Forms Management Program in the State of Maryland 
Oct 1979 Vol.13 No.4 Page 1l 

The State of Maryland recently enacted legislation for the management 
of its forms. This article is concerned with the steps that are being taken 
to carry out the intent of the law, some of the problems that are being 
encountered, and what are the future plans for increasing the prospects 
for success of the program. 


Bubnash, George 
Obtaining Maximum Benefits from Forms Management 

Jan 1968 Vol.2 No.1 Page 15 
Business is becoming more aware of the potential in forms management. 
Described here are several practical techniques for successfully adminis- 
tering a forms program in your organization. 


Bunn, Lyle 
Managing forms to manage the Ottawa General 

Jan 1982 Vol.16 No.1 Page8 
Paper, specifically forms, still provides a vital communications link 
within hospitals today. With this in mind, and the new facilities of the 
Ottawa Generai Hospital scheduled for opening in just five months, the 
review of all information systems and production of all forms was 
required. 


Carpenter, R. E. 
Forms Design and Procurement 

Apr 1967 Vol.1 No.2 Page 21 
Part II of an article reviewing some of the important elements of forms 
management. The author shows how forms design and procurement 
know-how can produce efficiency and cost savings. 


Carpenter, R. E. 
Organization of a Forms Control Program 

Jan 1967 Vol.1 No.1 Page 12 
Forms control is one of the key elements of records management. The 
first of a two part article outlining the organization and techniques of a 
forms program. 


Christensen, G. Jay 
Educational challenge of forms management 

Apr 1973 Vol.7 No.2 Page ll 
An educator looks at the distressing status of formal forms management 
education and offers some practical suggestions for meeting training 
needs including workable course outlines. 


Clay, Michael J. 
Copy preparation 

Jul 1977 Vol.11 No.3 Page 50 
Part IV of a continuing series of articles intended to provide an 
introduction to the design of print in the belief that knowledge of such a 
subject will assist records managers to fill a more creative role. This 
article discusses the first of two phases of the copy preparation process: 
editing original materials in preparation for printing. The final phase, 
checking to ensure the printer has carried out instructions properly, is 
covered in a subsequent article. 
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Clay, Michael J. 
Illustrations: Rules, borders and symbols 

Apr 1978 Vol.12 No.2 Page 52 
Part IV in a series covering some of the basic techniques involved in 
specifying print requirements, preparing copy for a printer, and proof 
reading. This installment explains the technology involved in preparing 
and printing illustrations. 


Clay, Michae! *. 
Introduction 


’rinting and Layout Techniques 
Oct 1976 


.10 No.4 Page 36 


Clay, Michael J. 
Layout of Information, The-Part I 
Jul 1979 Vol.13 No.3 Page 49 


Clay, Michael J. 
Layout of Information, The-Part II 
Jan 1980 Vol.14 No.! Page 48 


Clay, Michael J. 
Line colour/full colour 

Jul 1978 Vol.12 No.3 Page 44 
The use of colour in documents, forms, and printed procedures enlivens, 
beautifies, and clarifies; it can reduce the searching time for a document 
since a colour is more readily recognizable than a word. This article 
covers the basic technology of using colour in printed material as an 
introduction and guide for records managers who are responsible for 
specifying the print requirements for forms, booklets and records. 


Clay, Michael J. 
Presentation of Reporis, The 
Jan 1979 Vol.13 No.1 Page 49 


Clay, Michael J. 
Proof reading 
Oct 1977 Vol.11 No.4 Page 42 

The records manager who is responsible for arranging the of forms, 
articles and manuals has two opportunities tu influence the final draft. 
The first is when the original copy is sent to the printer. The second is in 
the proof reading process. This article discusses technical and practical 
considerations of this process, including a list of proofreader’s marks. 


Clay, Michael J. 
Sizing illustrations 

Jan 1977 Vol.11 No.1 Page 38 
This article presents a simple means for specifying the height and width 
of printed illustrations and the proportions of original photographs 
which are submitted to be printed. Emphasis is placed on the mechanical 
aspects of this process. 


Clay, Michael J. 
Typeface technology 

Apr 1977 Vol.11 No.2 Page 42 
Printed characters consist of letters, numbers, and symbols. They vary 
in size from one extreme in which the naked eye cannot read them to the 
enormous letters incorporated in advertisements on street billboards. 
This article discusses details of this technology including type mea- 
surement and typeface variations. 


Erskine, Tim A. 
Management Principle and Forms, The 

Apr 1980 Vol.14 No.2 Page 28 
Have you ever wondered who was assigning work in your organization? 
This article presents some common sense thinking about this question 
and some ideas for getting this question before your top management. 
The author also covers a series of slides with narrative that provide a 
ready-made presentation for any organization. 


Horton, Forest Woody 
Formless Form, The 
Jul 1984 Vol.18 No.3 Page 48 

This article addresses the notion of a “formless form.” That is, the 
potential offered by modern computer-based information systems (more 
specifically the newer unstructured imaging technology) to move from 
pre-printed, ink and paper forms, to increasing use of variable formats 
that are customized and tailor-made to eech unique informationai need. 
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Kelvin, Phyllis S. 
Forms control lament, The 
Jan 1970 Vol.4 No.1 Pagel4 
A light-hearted poem in celebration of the benefits of a forms manage- 
ment program. 


Leigh, Michael 
Forms management procedures 
Jul 1974 Vol.8 No.3 Page 32 
From Australia, a viewpoint on the approach to the management of 
business forms with the emphasis on “What”, “Why”, and “Who.” 


Lilienfeld, Jack 
Computer generated forms functional file and forms data 

Apr 1974 Vol.8 No.2 Page9 
Much has been written about the marriage of the computer and records 
management. Here is an actual case study of how the computer helped 
to develop a mechanized approach to forms management in the City of 
Philadelphia. The author, a wellknown specialist on the subject, pre- 
sents some reasons for using the computer and illustrates some of the 
print out capabilities. 


McKay-Smith, Maida 
Gustin, A.C. 
Forms control and design in a small police department 

Jan 1982 Vol.16 No.1 Page7 
The processing of information is one of the most expensive police 
activities. It is estimated that officers spend up to 40of their time 
handling information. The cost of information is increased by poor forms 
control and design. Most large police departments have staff personnel 
who control the forms process. This is a luxury not afforded to small 
departments. The small department must do this with limited resources. 
Forms control must be a synergetic effort with line and information 
personnel involved. 


Richman, Leo 
Forms Control 
Oct 1971 Vol.5 No.4 Page 36 


Seattle First National Bank 
Forms Management Survey 
Apr 1983 Vol.17 No.2 Page 54 


Stone, Paul A. 
Forms Can Control the Shape of Your Company 

Apr 1971 Vol.5 No.2 Page 13 
A careful analysis of the benefits to be gained through centralized forms 
control is presented together with a recommended plan for establishing 
such a control system. 


Von Talge, Louise C. 
Organizing a forms control program 

Apr 1969 Vol.3 No.2 Page12 
The proper management of business forms is one of the basic require- 
ments of a well-organized records management program. Some of the 
steps needed to develop a workable program for controlling paperwork 
creation are explained. 


FREEDOM OF INFORMATION 


see 
LEGAL & ETHICAL RESPONSIBILITIES 


IMAGING 


see 
AUTOMATION-ELECTRONIC IMAGING 
MICROGRAPHICS 


INACTIVE RECORDS MANAGEMENT 


see 
ARCHIVES MANAGEMENT 
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Allerding, Robert N. 
State of Ohio Records Center, The 

Jul 1974 Vol.8 No.3 Page 21 
This article provides a description of operations of Ohio’s State Records 
Center, which opened in March, 1974. Also provided are history leading 
to approval of construction of this facility as well as details of the 
planning process. 


Austin, Robert B. 
Computerized Records Center Indexing System 

Oct 1975 Vol.9 No.4 Page 15 
Prompt retrieval of information is one of the prime functions of the 
modern records center. The computer has enhanced this capability by 
providing systems for the indexing and locating of information. This 
article presents one such system in operation at Chevron Oil Company. 


Bautsch, Gail L. Blount, CRM, CSP 
What You Don’t Know CAN Hurt You 

Oct 1986 Vol.20 No.4 Page 20 
Records and information management is a profession dominated by 
codes and standards. Records managers pride themselves on their 
practical knowledge of ANSI standards for microfilm and the Code of 
Federal Regulations governing records retention. In this article the 
author examines a less familiar standard—the Fire Code of the National 
Fire Protection Association—citing benefits of knowing the Code along 
with specific Code requirements regarding records vaults, file rooms and 
records centers. 


Benedon, William 

Automated Scheduling/Records Center Operations 
Apr 1980 Vol.14 No.2 Page 18 

see AUTOMATION 


Benedon, William 
Features of New Records Center Buildings 

Jan 1967 Vol.1 No.1 Page 14 
Analysis of records center physical features based upon a study of seven 
newly constructed centers. Serves as a practical guide for industry /gov- 
ernment planning purposes. 


Christiansen, Barbara A. 
An analysis of inactive storage facilities, equipment and supplies 

Jul 1982 Vol.16 No.3 Page 36 
This is Part IV of a special feature representing an analysis of data 
compiled from a survey of 67 selected companies located in 12 selected 
cities throughout the United States. Part III of this series was devoted to 
an analysis of active storage areas, equipment and supplies with 
particular attentio to systems, personnel and records transfer practices. 
Part IV begins with a summary of findings of the data in Part III and 
then discusses in detail inactive files management. 


Cunningham, George C. 
New records storage facility at State of Arizona 

Jan 1982 Vol.16 No.1 Page13 
As the Records Center continues to serve a vital role in Records 
Management programs, more and more companies and government 
agencies are remodeling oid or constructing new facilities. Here is a case 
study of the State of Arizona’s approach. 


Diers, Fred V. 
Computer indexing for a records retention center 

Apr 1978 Vol.12 No.2 Page 21 
The records center will always be an important part of any records 
management program. Its operation must, however, be flexible enough 
to accommodate changes in records formats and retrieval technology. 
Where mechanized indexing and retrieval systems are used, they must 
satisfy the company’s needs. Boise Cascade Corporation has carefully 
studied its needs and presented here is a description of their approach to 
meeting this objective. 


Faibisy, John D. 
FARPA: Anatomy of an organization 

Jul 1977 Vol.11 No.3 Pagel4 
This paper examines the administrative tasks and organizational struc- 
ture of the Forrestal Army Records Processing Activity. The Activity, a 
part of the Access and Release Branch, Records Management Division, 
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Assisting the Information Management Professional 


To the professional information 
manager there's more to records 
than meets the eye. Records shape 
a composite institutional profile... 
they represent significant histor- 
ical, current and future assets. 


The Association of Commercial 
Records Centers, a non-profit 
trade association, seeks to 
promote professionalism in 

the commercial records center 
industry through a strong 


ACRC 


member network and a stringent 
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In concert with the broad commu- 
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proprietary resource, providing a 
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decisions and activities. 
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Office of the Adjutant General, Department of the Army, involves a 
cooperative effort between the educational community and the govern- 
ment in solving a major records processing requirement. 


Humphress, Glenn 
User Study of a Large Corporate Records Collection 

Jul 1980 Vol.14 No.3 Page 27 
One of the key factors in the successful operations of a records repository 
is continuous use of its holdings by using organizations. This article 
reports on the findings of a company study to determine the effective 
level of use of such facilities and provides many interesting measuring 
techniques. 


Leaper, Rae 
What’s in the Box? 

Apr 1984 Vol.18 No.2 Page 34 
Standard Oil Company of California cleans house and finds more trash 
than treasure. The impact of litigation on a company’s records holdings 
and the thorough examination of records to assure proper compliance 
with “hold orders” are well documented. 


Maedke, Wilmer 
Records centers and their operation: Results of an ARMA survey 

Oct 1969 Vol.3 No.4 Page 31 
In October of 1968, a questionnaire entitled “Records Center Statistics 
Survey” was mailed from the office of ARMA headquarters to each 
member of the organization requesting the recipient to supply informa- 
tion concerning records center operations in his/her employer's organi- 
zation. This article summarizes the results of this survey. 


Nelson, Harold E. 
Fire Protection for Archives and Records Centers 

Jan 1968 Vol.2 No.1 Page 19 
How to protect records center holdings against fire continues to be a 
question of major concern to records programmers. A fire prevention 
engineer from the General Services Administration offers some valuable 
answers. 


Russell, Margaret Bethune 
From Catacombs to Record Center in Just Five Months 

Jul 1984 Vol.18 No.3 Page 58 
This article describes the step-by-step process required to turn neglected 
space into an efficient in-house storage area for storing the records of a 
busy municipai civic center. The article is written from the point of view 
of the records manager and describes in sequence, the operations 
undertaken in the reorganization efforts. The major topics discussed 
include site selection, evacuation of existing records, control measures, 
and benefits derived by the organization. 


Smart Lora L. 
Getting it all together 
Oct 1978 Vol.12 No.4 Page 32 

Records are continuing to grow at an ever-increasing rate. Economizng 
through increased efficiency is the key to lowering records storage costs. 
The well planned records center can substantially reduce the volume of 
records maintained by a company, reduce the need for extra filing 
equipment, provide low-cost storage record security, and provide effi- 
cient reference service. 


Seiberling, C. W. 

Computer Package for Rgcords Management 
Jul 1975 Vol.9 No.3 Page5d 

see AUTOMATION 


Wall, Betty 
Computerized Records Inventory System 

Apr 1983 Voil.17 No.2 Page 28 
New products, regulations and company growth conspire to produce an 
avalanche of records. Without a comprehensive records inventory, that 
landslide can bury a records center, as Burroughs Wellcome Company 
discovered during a period of rapid growvh in the 1970s. 


Yoho, Charles H. 
Riley, Thomas W. 
Fire Protection of Records-By the Use of High Expansion Foam 
Apr 1976 Vol.10 No.2 Page 16 
Fire protection is one of the main safety factors to be considered in the 
planning and operation of a records center. Selecting the proper warning 
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and reaction device requires a knowledge of the cechnical aspects of the 
types of equipment available. This article describes the high expansion 
foam system in use at the Ohio Power Company. 
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Gover, Roy L. 
Development of a Decision Model for the Retention of Records 
Pertinent to Product Liability Defense 
Oct 1975 Vol.9 No.4 Page 20 
see RETENTION SCHEDULES 


Lee, Jack E. 
Commercial Total Records Service Companies-Records Storage 
Centers 

Oct 1971 Vol.5 No.4 Page 40 


Richman, Leo 
Practical records management, Part VIII: Records Center 

Jan 1973 Vol.7 No.1 Page 28 
The records center was the original keystone of the records management 
program. It now has many brothers of equal importance. A records 
center has values other than its basic purpose suggests. A well run center 
is an excellent advertisement of good housekeeping and cost reduction. 
There are many kinds of records centers. This article presents an 
overview of records center operations. 


Rofes, William L. 
Cutcliffe, Benjamin F. 
Planning the Records Center of the Future-Industry and Government 
Viewpoints 

Jul 1971 Vol.5 No.3 Page 18 
The records center has been one of the most essential features of records 
management. As new techniques in the processing and handling of 
information come into being, the traditional records center will have to 
respond to new methods of storing and retrieving data. This article offers 
a look into the future and suggestions for action. 


Schultz, Charles R. 

Archives in business and industry: identification, preservation and use 
Jan 1981 Vol.15 No.1 Page5d 

see ARCHIVES MANAGEMENT 


Woodall, Robert C. 
California Bear vs. the Paper Tiger 

Apr 1968 Vol.2 No.2 Page 16 
The manner in which the State of California is meeting its paperwork 
problems offers a valuable guide to other state governments throughout 
the nation. 


INDEXING 


see 
INFORMATION RETRIEVAL SYSTEMS 


INFORMATION PROFESSIONS 


see also 
PROFESSIONAL ORGANIZATIONS 


Aitchison, Wallace G. 

Role of a Records Manager in an Integrated Data Processing System, 
The 

Oct 1967 Vol.1 No.4 Pagel5 

The records manager must keep abreast of developments in data 
processing if he is to maintain his position in the growing field of 
information management systems. This article reviews some of the 
problems facing the records manager and suggests how they can be met. 


Bailey, Robert L.. CRM 
Information and Records Management as a Career 

Apr 1983 Vol.17 No.2 Page 43 
An educator reviews the concept of “information and records manage- 
ment,” and discusses the qualifications required for one to become a 
successful records management professional. 


Beck, Judy 


Records Renaissance 
Oct 1968 Vol.2 No.4 Page 23 
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Benedon, William 
Future Challenges for Records Managers 

Jan 1975 Vol.9 No.1 Page8 
A records manager’s progress is determined by individul ability and 
interest in records administration, by the organization of which he is a 
part, and the technology with which he works. This article examines 
these elements as it considers seme of the challenges facing the records 
manager. 


Benedon, William , CRM 

Professional status through certification 
Jan 1978 Vol.12 No.1 Page 30 

see PROFESSIONAL ORGANIZATIONS 


Braunstein, Yale M. 
Economics of Information, The 

Jan 1986 Vol.20 No.1 Page 18 
This article presents several of the questions that economists have 
addressed as part of research into the areas of information and 
information industries. The standard categories of macroeconomics and 
microeconomics are useful in classifying research about the production, 
distribution, and use of information: macro- economics is the analysis of 
aggregates such as the overall quantity of resources devoted to the 
production of information while microeconomics is the study of the 
actions of individual units such as firms and families. Each of the 
approaches to understanding the economics of information involves 
questions related to the value of information. 


Buckland, Michael K. 

Records management in its intellectual context: experience at Berkeley 
Oct 1982 Vol.16 No.4 Page 26 

see EDUCATION 


Cargill, Jane 
Librarian’s Perspective on Records Management, A 

Jan 1983 Vol.17 No.1 Page8 
To most librarians, the term “Records Management” means nothing, or 
perhaps (to special librarians, who work for companies or organizations 
boasting quasi-corporate structures), it means the process of shelving 
and retrieving files. Today, for varied reasons, more and more librarians 


are discovering that records management is a complex and exciting field; 
and many of those who become involved in it are becoming addicted to 
the challenges it provides. This article is intended to give you an idea of 
how the potential addict becomes enamored of records management, 
and to describe the sorts of experiences that may introduce him to the 
field. 


Charman, Derek 
Expanding Role of the Archivist, The 

Jan 1980 Vol.14 No.1 Page 24 
An archivist /records manager discusses his viewpoints on the expanding 
roles of information specialists. Roles which are becoming more difficult 
to define as the need for closer working relationships becomes evident. 
The article also covers a very interesting examination of the archives/ 
records management concepts in the United Kingdom. 


Christiansen, Barbara 
What’s in a name? 
Oct 1981 Vol.15 No.4 Page 54 
see RECORDS MANAGEMENT-DIRECTING 


Daum, Patricia B. 

Coordinating Records Management and the Specia! Library for Effec- 
tiveness 

Apr 1986 Vol.20 No.2 Page 36 

Records management and special librarianship have many similarities 
which have been reported in the literature for some time. Both 
disciplines serve to supply organizations with timely information re- 
quired for the knowledge worker and for management decisions. The 
author, who is the Information Coordinator at The McElhanney Group 
Ltd. responsible for both records management and the special library, 
shows how projects including a job data base, file classification, and 
records retention schedules have involved skills common to both 
disciplines such as cataloguing, classifying, research and analysis, and a 
service orientation. 
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Evans, Donald F., CRM 
Cooperation in Information Management 

Jan 1984 Vol.18 No.1 Page 33 
An examination of the role of the records manager in today’s informa- 
tion control environment. The author draws upon the comments of 
practitioners to raise important questions about this role, present and 
future. 


Gehmilich, R. A. 

Records Management Specialist in the Office of the Future, The 
Jan 1980 Vol.14 No.1 Page5d 

see AUTOMATION-INTEGRATED TECHNOLOGIES 


Gray, William J. 
Yardstick for a successfu! career in records management, A 

Apr 1969 Vol.3 No.2 Page5d 
One measure of a profession's maturity, and Records Management is no 
exception, is its ability to attract talented and competent craftsmen. 
This article discusses some of the advantages of the Records Manage- 
ment profession and the qualities required of those in or entering the 
field. 


Gureasko, H. Russel! , ORM 
Records management professional—out of the file room into the execu- 
tive suite, The 

Oct 1978 Vol.12 No.4 Page ll 
This article examines the problems confronting records managers today 
in their efforts to attract top management’s attention and offers some 
key guidelines for obtaining successful results. 


Gustin, Anton C. 
McLellan, Peter M.. CRM 
Police Records Managers or Mendicants 

Jan 1980 Vol.14 No.1 Page17 
This article presents a candid and meaningful critique of the typical 
police records manager. in far too many instances, however, the general 
reader may substitute either himself or his own records manager for the 
police records manager. The problem described, while concerned with 
“sworn” vs “civilian,” may equally apply to other attitudes in both 
government and industry. 


Knoppers, Jake 
Integrating Technologies-Integrating Disciplines? 
Jan 1983 Vol.17 No.1 Page5d 
see AUTOMATION-INTEGRATED TECHNOLOGIES 


Langemo, Mark, CRM 

Records Management/Word Processing-A Needed Team Effort 
Oct 1980 Vol. 14 No.4 Page 10 

see AUTOMATION-INTEGRATED TECHNOLOGIES 


ie, Leonard S., CRM 
information management at the crossroads 
Apr 1982 Vol.16 No.2 Page5d 
see DEVELOPMENT OF RECORDS MANAGEMENT 


Lorek, Phyllis 
Computer Programmer, The-A Helpmate to the Records Manager 

Jul 1967 Vol.1 No.3 Page 16 
The computer programmer plays a very important role in the operation 
of a data processing function and he can be a very valuable assistant to 
the records manager. A systems analyst offers some observations on the 
personality and activities of programmers. 


Lytle, Richard H. 
Relationship Between Archives and Records Management: An Archi- 
vist’s View 
Apr 1968 Vol.2 No.2 Page5 
see ARCHIVES MANAGEMENT 


Maedke, Wilmer 
Records Management Profession: A Profile Survey 

Jul 1968 Vol.2 No.3 Page 29 
The survey was designed to gather data regarding current systems and 
procedures in information management, the duties and responsibilities 
of records management personnel, and trends in the field of information 
and records management. 


55 





Maedke, Wilmer 
Records Management Profession: Status and Trends 
Jul 1976 Vol.10 No.3 Page 42 
Results of a survey of ARMA members to identify recent trends in the 
field of records management. 


Mansbach, Alfred F. 
Your Circle of Influence 
Oct 1975 Vol.9 No.4 Page 10 


McLe’ an, Peter M.. CRM 
Creatiug Management Awareness for a Records Management Profes- 
sion 
Jul 1976 Vol.10 No.3 Page 10 
see RECORDS MANAGEMENT PROGRAM-PLANNING 


Mims, Julian L., CRM 
Politics of Records Management, The: Your Professional Candidacy 
and Steps Toward .. Success 
Oct 1986 Vol.20 No.4 Page 30 
see RECORDS MANAGEMENT PROGRAM-ORGANIZING 


Moyer, Ruth 
Analysis of the records management function in the private and public 
sectors—implications. . . 
Jul 1978 Vol.12 No.3 Page 33 
see RECORDS MANAGEMENT PROGRAM 


Pemberton, J. Michael 
Library and information science: The educational base for professional 
records management 
Apr 1981 Vol.15 No.2 Page 48 
see EDUCATION 


Pemberton, J. Michael 
Records management courses in accredited library schools: a rationale 
and survey 
Jul 1982 Vol.16 No.3 Page 10 
see EDUCATION 


Penn, Ira A., CRM 
Records Manager-A Job for the Future 

Jan 1980 Vol.14 No.2 Page 10 
An amusing yet meaningful review of the records manager’s current 
situation. The author suggests a new and greatly expanded role for the 
records manager of the 80’s. 


Rivera, Tony A. 
Your Company’s Records Analyst-Tolerate Him 
Oct 1976 Vol.10 No.4 Page 47 


Russell, Dolores E., CRM 
Library and records management by objective 

Oct 1977 Vol.il No.4 Page5d 
Records and library materials are two sources of information that are 
vital resources for an organization’s growth and efficiency. In recogni- 
tion of that point of view, separate training sessions devoted to 
management of the centralized files and management of libraries were 
included for several years in the programs of the ARMA annual 
conferences. In 1976, the two sessions were conbined with the author as 
leader. Emphasis was placed on the similarity of the skills required to 
manage centralized files and libraries. This paper is a condensed version 
of the conference presentation. Its theme is management but it is limited 
to certain managerial skills rarely addressed in literature of records 
management. 


Rye, Owen M. 
Shotgun Wedding, A: Information Storage and the Computer 

Oct 1967 Vol.1 No.4 Page 18 
The management of information is a joint responsibility of the records 
manager and computer specialist. Understanding one another, however, 
sometimes creates barriers. These are explored in this article. 


Skupsky, Donald S., JD, CRM 
Legal Liability of the Records and Information Management Profes- 
sional 
Apr 1987 Vol.21 No.2 Page 36 
see LEGAL & ETHICAL RESPONSIBILITIES 
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Taggart, William M., Jr. 
Information Systems for Organizational Communication 

Oct 1975 Vol.9 No.4 Pagell 
Efficiency and effectiveness are the twin goals of information systems for 
organizational communication. A growing awareness exists of the need 
for a balanced consideration of these goals. Within this setting an 
opportunity is present for the records management and data processing 


functions to enter into collaborative ccoperation for their mutual 
benefit. 


Vander Noot, Theodore J. 
Libraries, Records Management, Data Processing-An Information 
Handling Field 

Jan 1976 Vol.10 No.1 Page9 
This paper is divided into four parts. The first part looks at the problems 
of information handling as they exist today. The overlap between the 
worlds of the data processor, the librarian, and the records manager is 
explored. The second segment looks at some of the economic and social 
reasons behind the failure of information handling to keep pace with the 
modern world. The third part deals with a conceptualization of what an 
ideal information handling system must look like. The final section deals 
with a new approach to analyzing the problems that face us all, and a 
solution which seems to satisfy all the conditions of an ideal system. 


Wallace, Patricia E. 
Career-ladder positions and task performance as viewed by records 
management professionals 
Oct 1981 Vol.15 No.4 Page 44 
see RECORDS MANAGEMENT-DIRECTING 


Watson, John 
Ryan, Ed; Bloomquist, Roger; Langemo, Mark, CRM 
Study of the Self-Concept, Personal Values, Job Involvement . . . with 
... ARMA Members 

Apr 1979 Vol.13 No.2 Page 40 
The primary purpose of this research was to explore and evaluate the 
self-concept, personal values, job involvement, and demographic 
characteristics of a group of members within ARMA. 


Watson, John 
Ryan, Ed; Bloomquist, Roger; Langemo, Mark, CRM 
ARMA Professional, The: Profile, Problems, and Promise 

Jan 1979 Vol.13 No.1 Page 40 
This article concerns the profile of survey participants in an ARMA 
survey designed to elicit information concerning personal values, self 
concepts, and job involvement. 


Westington, Ralph 
Records management as a career 

Jul 1981 Vol.15 No.3 Page 20 
An examination of the opportunities and benefits available ‘». the field of 
records management with special reference to the factors which can lead 
to successful careers. Although the article is directed toward Canadian 
positions and rates of pay, it provides interesting comparisons for 
individuals in the U.S. seeking career decisions in the records and 
information profession. 


Witt, Patricia A. 
Role of secretaries in records management, The 

Jan 1978 Vol.12 No.1 Page 40 
Companies with organized records management programs have a rec- 
ords manager, records supervisor, forms analyst, records clerks or 
various other personnel to perform the numerous records management 
duties and tasks. However, in companies where no formal records 
management program exists or where companies are too small to justify 
specialized records management personnel, secretaries most probably 
perform those records management duties and tasks. 


INFORMATION RETRIEVAL SYSTEMS 


SCORPIO 

Oct 1977 Vol.11 No.4 Page 43 
The major information retrieval system for the Library of Congress, 
SCORPIO (Subject-Content-Oriented-Retriever-for Processing-Infor- 
mation-Online) reduced the quantity of paper formerly produced by the 
staff in an information search. Details are presented in this article. 
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Acton, Patricia, CRM 
Indexing Is NOT Classifying-and Vice Versa 

Jul 1986 Vol.20 No.3 Page 10 
This article defines an “index” and discusses how it differs from a 
classification system. The history of indexing is reviewed and the field of 
information management examined to determine the types of indexes 
that are available. Records managers should be familiar with these index 
types to enable them to provide an effective and efficient retrieval 
system. 


Arntz, Helmut 
Causes of the Information Crisis 

Apr 1968 Vol.2 No.2 Page 12 
The proliferation of technical data and literature being created today 
has indeed produced an infermation crisis. An analysis of this crisis 
presented before the 33rd Conference of FID and the International 
Congress on Documentation held in Tokyo in 1967 by a noted European 
documentalist is made available through ARMA. 


Austin, Robert B. 
Computerized Records Center Indexing System 
Oct 1975 Vol.9 No.4 Page 15 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Austin, Robert B. 
Computerized technical document index system 
Oct 1974 Vol.8 No.4 Page9 

Considerable time and effort are involved in the preparation of technical 
reports. The inability to locate such reports when needed can result in 
duplicated research and costly errors. A wellplanned and workable 
system for retrieval is therefore essential. Chevron Oil Company—West- 
ern Division has developed a workable approach to this subject and it is 
printed here for consideration by others as well. 


Bearchell, Charles A. 

Personal information storage and retrieval system, A 
Jul 1973 Vol.7 No.3 Page8 

see PERSONAL RECORDS MANAGEMENT 


Blankmann, Elmer W. 
Information and Records Retrieval Systems 

Oct 1971 Vol.5 No.4 Page 16 
A comparison is made of manual and mechanized systems for retrieving 
information and records, with emphasis on the cost, time, and personnel 
factors involved. The author also includes pictures of certain types of 
filing equipment. 


Braswell, Ronald C. 
An organizational model for an information planning/decision system 
for colleges & universities 

Apr 1978 Vol.12 No.2 Page 10 
This article presents a framework for an information producing system 
to meet the needs of a college or university. The nature of decisions, the 
evolution of information systems, the traditional approaches to infor- 
mation system design, and a suggested information system design and 
organizational model are discussed. 


Brown, Harold L. 
Total information systems design 

Apr 1981 Vol.15 No.2 Page8& 
The overall objective of this article is to discuss an approach to designing 
total information systems regardless of storage media, technologies or 
information systen.s disciplines involved. The article provides a focal 
point for initiating the concept of designing total information systems, as 
it outlines some of the basic principles to be considered in structuring 
and undertaking such a task. For the sake of consistency, corporate 
terminology has been used throughout this article. 


Burke, Frank G. 
SPINDEX< applications to large records holdings 

Jan 1981 Vol.15 No.1 Page10 
SPINDEX is a package of programs originally developed at the Library 
of Congress, beginning about 1965 and improved at the National 
Archives. Its purpose was and is to provide format and processing 
programs for archival materials. There is now a growing body of 
literature about SPINDEX program packages. This article includes a 
full bibliography of those writings. 
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Busch, Alfred E. 
Equating Information with Currency 

Jan 1968 Vol.2 No.1 Page5d 
One of the greatest problems facing industry today is its inability to use 
properly the vast output of technical and scientific knowledge being 
generated in such a prodigious manner. A leading businessman reviews 
the problem and suggests a solution. 


Daum, Patricial B. 
Implementing administrative file systems: practical experience 

Apr 1985 Vol.19 No.2 Page 36 
File systems are the total of procedures, tools and equipment which an 
organization uses to access its records. Records managers must convince 
senior management of the value in planning effective and appropriate 
file systems to meet a company’s requirements. One such administrative 
file system, designed through extensive communication with profession- 
al and support staff as well as knowledge of company documents, has 
ensured that company records are defined, numbered and retrievable by 
employees at all levels. 


Diers, Fred V. 
Computer indexing for a records retention center 
Apr 1978 Vol.12 No.2 Page 21 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Donahoe, Alice M. 

Putting Automation into Hospital Record-keeping 
Jul 1971 Vol.5 No.3 Page 14 

see AUTOMATION 


Edwards, Lois 
Computerized Codification Creates a New Records Management Sys- 
tem 

Jan 1971 Vol.5 No.1 Page5d 
This computerized records management program was developed to 
assure correct filing and fast retrieval of greatly diversified subject files. 
The user oriented plan provides contro! of filable material from the 
origination to its origination to its ultimate disposition. It is a system 
designed for economic simplification, uniformity, and convenience. 


Garretty, Helen 
Remodeling a University Registry 

Jan 1984 Vol.18 No.1 Page 14 
This article describes the computerized file movement system at the 
University of Melbourne, explains why the computer was introduced, 
how the system was devised, and the facilities available. It suggests ways 
in which the computer may be employed as a management tool both in 
the Registry itself, and by other sections of the University administra- 
tion. The University of Melbourne was the first in Australia to computer 
sort file tities by a method such as the “Key Word in Context,” and the 
first to introduce a computerized file management system. 


Gentile, Patricia M. 
Peterson, Isabelle R. 
International personnel management information system 

Jan 1977 Vol.11 No.1 Page 19 
In addition to the normal requirements of a personnel record keeping 
system, those involved in such a system for international employees 
must develop specialized formats and procedures to assure the timely 
and efficient handling of changes. This article covers the practices used 
by a major multi-national corporation. 


Graham, Suzanne D. 
Development and implementation of a functional subject filing system, 
The 
Jul 1978 Vol.12 No.3 Page 19 
see FILING SYSTEMS 


Hamilton, Angela 
Solving a Diskette Dilemma 

Apr 1986 Vol.20 No.2 Page 28 
With the emerging technologies and the advent of the personal computer 
in the workplace, problems are being encountered with access and 
retrieval of information stored on floppy disks. This article provides one 
solution to the problem. 





Harwood, Gordon B. 

Singleton, Roger L 

Computerized decision system for college administration, A 
Jan 1973 Vol.7 No.1 Page5d 

see AUTOMATION 


Heimbach, David A., CRM 

Microfilm index and retrieval techniques 
Oct 1978 Vol.12 No.4 Page 23 

see MICROGRAPHICS-APPLICATIONS 


Homayoun, A. Sharif 
Use of Cluster Analysis in Analyzing Large Engineering Records 
Collections 

Oct 1984 Vol.18 No.4 Page 22 
This article concentrates on the visualization aspect of the cluster 
analysis. The cluster analysis, and two of its recognizable benefits to 
large databases, are defined through a simple example. The technique is 
applied to some of the data contained in the Nuclear Plan Reliability 
Data System (NPRDS). 


Hopkins, Mark 
Computerizing a Government Records Archives-The FEDDOCS Expe- 
rience 

Jul 1986 Vol.20 No.3 Page 36 
Using MINISIS, a genersiized, relational database software, a Canadi- 
an government textual records archives has developed an integrated 
application serving a wide range of archival functions and various 
management requirements. Developments to date and future plans are 
described. Suggestions are made to assist similar ventures and a table of 
record types and their numbers is included. 


Hulser, Richard P. 

Database management system applications in a library office setting 
Jan 1985 Vol.19 No.1 Page 44 

In today’s offices, two prime objectives are to make maximum use of 

available space and to strive for increased productivity of personnel. The 

implementation of a records management program combined with the 

application of microcomputer technology can aid in accomplishing these 

objectives. This article describes conversion of several procedures at the 

IBM library in Bolder, Colorado, from a manual to an automated 

system. 


Humason, Theresa O 

Records Management for a Nuclear Project 
Jan 1980 Vol.14 No.1 Page8 

see RECORDS MANAGEMENT PROGRAM 


Kubicki, Mary 
Information resource management requires data analysis 

Jan 1985 Vol.19 No.1 Page 10 
Information resource management (IRM) is managing information and 
data like other corporate resources (personnel, cash, equipment, etc.) It 
ensures that information is accurate and available throughout the 
organization. This article deals with a method of determining a corpora- 
tion’s information needs by analyzing and modeling the business 
activities of the organization. 


Lee, Jack E. 
Micrographics, the computer connection: Part I Indexing an informa- 
tion system—input 
Jul 1973 Vol.7 No.3 Page 36 
see MICROGRAPHICS 


Leeseberg, D.G. 
Management information and records handling 

Jan 1970 Vol.4 No.1 Page 24 
Matching the needs, people and technology available to business 
management today for the most effective results requires a clear 
understanding of their characteristics. An educator offers some valuable 
guidelines and insights on how to coordinate these elements most 
effectively. 


Lundgren, Terry D. 

Lundgren, Carol A. 

Introduction to Computer-Based Records Management Systems 
Jul 1987 Vol.21 No.3 Page 31 

see AUTOMATION 
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Mackay, John A. H. 
Information Retrieval Systems 

Jan 1975 Vol.9 No.1 Page 22 
This article examines the need for information retrieval systems, the 
problems encountered in developing such systems, and the type of 
individuals needed to make such systems function properly. 


Madden, Margaret E. 

EDP system for indexing and retrieving technical reports, An 
Oct 1970 Vol.4 No.4 Page 23 

see REPORTS MANAGEMENT 


Miller, A.P. 
Jenkins, S.L. 
Automated retrieval of project documentation at Marathon Oil 

Jul 1982 Vol.16 No.3 Page5d 
Information is the major product of a research center and access to 
internal files provides a key to the success of ongoing research. In this 
paper, the authors attempt to describe the problem of accessing project 
file information at Marathon Oil Company’s Denver Research Center as 
the company grew, and also, to detail a recent automated solution to the 
problem. 


Olmsted, William H. 
Document inventory and control for Central Scientific Records 

Oct 1970 Vol.4 No.4 Page 29 
A brief description of the Norwich Pharmacal Company’s system for the 
maintenance of scientific records with primary emphasis on inventory, 
control and search techniques. 


Pennix, Gail B., CRM 
Indexing Concepts: An Overview for Records Managers 

Apr 1984 Vol.18 No.2 Page5d 
An index is one of the most powerful tools in information management. 
It provides clarity, consistency, and control within a records system. 
Without question, a carefully developed index guarantees fast and 
accurate retrieval of information. But indexing has been a poor step- 
sister to other records management activities. This article provides an 
overview of the indexing process to enable records managers to better 
appreciate the value of this tool. 


Rice, Robert D. 
Now Where on the Earth Did We File THAT? 
Jan 1976 Vol.10 No.1 Page 28 


Saffady, William 
Keyword in Context (KWIC) Index for the Personal Reprint Files of 
University Faculty Members, A 

Jul 1976 Vol.10 No.3 Page 27 
The records managers exposure to data processing has added another 
dimension to the services he can offer to his management. In the solving 
of traditional file organization matters, the records manager can now 
participate in the application of automated systems to document 
retrieval needs. A practitioner/educator presents a case study of such a 
system. 


Sanders, Robert L. 
Company Index, The: Information Retrieval Thesauri for Organiza- 
tions and Institutions 

Apr 1986 Vol.20 No.2 Page3 
Computerization has made possible the realization of the records 
manager’s control of the information content of the records whose 
physical care and disposition he has long been successful in administer- 
ing. However, control of records’ contents requires new techniques, one 
of which is a subject indexing system. This article presents the positive 
and negative aspects of several such systems, while describing in detail 
the indexing and retrieval instrument developed for Pepperdine Univer- 
sity’s Archives, publications, and administrative files. 


Sanders, Robert L. 

Subject files: an unanswered challenge to records management 
Jul 1985 Vol.19 No.3 Page 32 

see FILING SYSTEMS 
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Sanders, Robert L. 
While Waiting for the Real Computerization of Your Archives ... A 
Lo-Tech Recipe 

Oct 1984 Vol.18 No.4 Page5d 
Computerization promises the archivist or records manager many 
advantages, including publication of finding aids on a timely basis, 
accelerated retrieval of information, and simplification of index mainte- 
nance. Unfo:tunately, the manager of a small repository is likely to find 
that a lack of resources precludes the immediate implementation of a 
model! automated records management system. This article tells how a 
willingness to compromise, coupled with accessibility to a microcom- 
puter and some common software, can produce acceptable results. 


Sterkx, Albert T. 
TIBAH and HABIT: Emerging management information system con- 
cepts 

Oct 1969 Vol.3 No.4 Page19 
Management information systems have evolved through three stages: 
manual, early computer, and centralized computers. A management 
engineer discusses his philosophy of management information and some 
of the conceptual approaches he envisions. 


Trombley, Hope V. 
Impede or Succeed 
Apr 1967 Vol.1 No.2 Page 18 
see ACTIVE RECORDS MANAGEMENT-OPERATIONS 


Van Huss, Susie H. 
Kuiper, Shirley; Smith, Phyllis Woodham Real Estate Information 
Retrieval System, The 

Oct 1979 Vol.13 No.4 Page17 
A joint study project by a leading university and the business communi- 
ty results in a valuable research by-product that provides a key business 
actuity (real estate) with a practical classification index for its records. 


Vander Noot, Theodore J. 
Libraries, Records Management, Data Processing-An Information 
Handling Field 
Jan 1976 Vol.10 No.1 Page9 
see INFORMATION PROFESSIONS 


Varga, Roberta M. 
Computer Assisted Record Control Systems for Financial Records 

Jan 1983 Vol.17 No.1 Page 13 
Computer assisted record control systems are usually expensive and 
utilized only for large holdings of records where the systems can be cost 
justified. This article describes the computer indexing of 2,000 cubic feet 
of extremely varied active and inactive records at an out-of-the pocket 
cost of just $80.00 per month for the rental of a CRT. The system was 
developed and implemented by the author and a staff member, neither of 
whom had programming training or experience. 


Waite, Ivan L. 
City of Portland and SPINDEX, The 
Jul 1980 Vol.14 No.3 Page 54 


Willets, Robert R. 

Cataloging Data Stored on Roll Microfilm 
Oct 1968 Vol.2 No.4 Pagel7 

see MICROGRAPHICS-SYSTEMS 


Wright, Gordon H. 
Information and Retrieval Systems of Microfilming and Other Record- 


ings 

Oct 1972 Vol.6 No.4 Pagel4 
An examinaticn of the various microforms and their applications, their 
advantages and disadvantages, and methods of evaluating the effective- 
ness of microfilm systems. 


INSTITUTE OF CERTIFIED RECORDS MANAGERS 


see 
PROFESSIONAL ORGANIZATIONS 
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INTEGRATED TECHNOLOGIES 


see 
AUTOMATION-INTEGRATED TECHNOLOGIES 


INVENTORY 
see 
RETENTION SCHEDULES 


JOB DESCRIPTIONS 


see 
RECORDS MANAGEMENT PROGRAM-DIRECTING 


LEGAL & ETHICAL RESPONSIBILITIES 


Access to records: Government can inspect company records to deter- 
mine if workers qualify for AID 
Apr 1978 Vol.12 No.2 Page 32 

The Department of Labor must be given access to a company’s sales, 
production and employment records so that it can determine whether 
employees qualify for assistance under the Trade Act of 1974. This is the 
thrust of a federal appeals court ruling which went against an employer's 
attempt to keep his business records closed to Labor Dept. inspection. 
(Reprinted with permission from “Washington Regulatory Alert”—a 
weekly report on government regulations affecting business.) 


Admissibility of Videotape Copies of Documents in Evidence 
Apr 1967 Vol.1 No.2 Page 29 


Federa! government paperwork management awards 
Jan 1978 Vol.12 No.1 Page 45 

The National Capital Chapter of ARMA joined the National Archives 
and Records Service (NARS) last November in sponsoring the Thir- 
teenth Annual Federal Government Paperwork Management Awards 
Luncheon. Officials and employees of the Federal Government, private 
industry, and the District of Columbia Government assembled to honor 
45 awardees from Federal Agencies. 


Fuller testifies on H.R. 316 

Jan 1982 Vol.16 No.1 Page 34 
On December 9, 1981, Francis E. Fuller, Chairman of ARMA‘s Legis)a- 
tive and Regulatory Affairs Committee testified before the Subcommit- 
tee on Government Information and Individual Rights in the U.S. 
House of Representatives on Resolution 316 which seeks to limit 
Government recordkeeping requirements. 


Governor issues Executive Order on Privacy 

Jan 1977 Volil No.1 Page 26 
Presenting text of Executive Order No. B-22-76 which will guarantee 
persons access to files maintained on them by state agencies. The order 
also issues instructions governing the collection, maintenance, dissemi- 
nation and disclosure of this information. 


Principles for state archival and records management agencies 
Jul 1978 Vol.12 No.3 Page 42 
see ARCHIVES MANAGEMENT 


Washington regulatory alert—reminder: Rules require employers to 
preserve personne! records 

Jul 1978 Vol.12 No.3 Page 15 
see RETENTION SCHEDULES 


ARMA 
Testimony on H.R. 6410-Paperwork Reduction Act of 1980 
Apr 1980 Vol. 14 No.2 Page 47 


Anderson, William J. 
GAO’s views of information resources management 

Jan 1982 Vol.16 No.1 Page 3l 
Address given at 20th Annual Records and Information Management 
Conference sponsored by National Archives and Records Service 
(NARS), General Services Administration (GSA), May 20-22, 1981, 
Gettysburg, PA. Subject matter concerns views of the General Account- 
ing Office on the principles established by the Paperwork Reduction Act 
of 1980. 
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Bigelow, Robert P. 
Counseling the Computer User 

Apr 1967 Vol.1 No.2 Page5d 
see AUTOMATION 


Coker, Kathy Roe 
Confidentiality of records and access: a survey of state archival institu- 
tions 

Jul 1982 Vol.i6 No.3 Page 22 
In this age of technology and the so-called Information Explosion, there 
is wide-spread concern over the effect of these developments on the 
individual’s right to privacy. Yet at the other end of the spectrum there 
are those in our society who are voicing their “right to know.” Are these 
two rights diametrically opposed? Where do the archivist, records 
manager, historian, and researcher fit within the privacy/freedom-of 
information spectrum? This article examines these issues and presents a 
survey of state laws pertaining to retention of restricted records and 
access to those records. 


East, George H. 
Green Paper on freedom of information 

Oct 1977 Vol.11 No.4 Page 33 
In June, 1977, the Canadian government tabled a “Green Paper” on 
freedom of information proposals. These proposals constituted a state- 
ment of alternatives for possible future government policy related to 
access to government information. This article outlines some of the 
provisions of this Green Paper. 


Feinman, Harvey F. 
Litigation Management 

Jan 1980 Vol.14 Nwo.1 Page 15 
The litigation process can have a significant effect on an organization. A 
noted systems consultant reviews the various factors associated with 
litigation information management, and in doing so clearly demon- 
strates the contributions that the records administrator can make in the 
collection and control of needed documentation. 


Fujita, Harry N. 

Public Information Centers as a Service of Records Management-Part I 
Apr 1975 Vol.9 No.2 Page5d 

Records and information management traditionally serves the organi- 

zation alone. However, it can also serve the general public. This is Part I 

of a two-part series on information centers and considers the conditions 

involved in Public Disclosure vs. Rights of Privacy. 


Fujita, Harry N. 
Public Information Centers as a Service of Records Management-Part 
II 

Jul 1975 Vol.9 No.3 Page5d 
This is Part II of a two-part series on information centers. It covers the 
concept and operations of a Visitors Information Center. 


Gilroy, Robert M. 
Legislative Update 
Apr 1980 Vol.14 No.2 Page 45 


Goldwater, Barry M. Jr. 
Privacy and records management, they are compatible 
Jan 1977 Vol.11 No.1 Page5d 

Privacy legislation is of paramount importance to records administra- 
tors. The manner in which an organization maintains its records, 
particularly as they concern individuals, is being carefully examined in 
light of such legislation. Congressman Barry Goldwater Jr. (CA), a 
major advocate of “Right-to-Privacy,” was the keynote speaker at the 
ARMA Annual Conference in October, 1976 and his comments are 
presented in this article. 


Gover, Roy L. 
Development of a Decision Model or the Retention of Records 
Pertinent to Product Liability Defense 
Jul 1975 Vol.21 No.3 Page4 
see RETENTION SCHEDULES 


Greene, Kathryn M. 
Records-Public or Private? 
Jul 1979 Vol.13 No.3 Page? 
Who owns the records of public and private officials? To whom are 
records available or closed? Recent efforts attempt to answer these 
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questions. The author discusses some of these efforts and how they have 
impacted the ownership and availability of important documents. 


Gregory, Francis M. Jr. 
Privacy issue, The—A reply 

Jan 1977 Vol.11 No.1 Page7 
A rebuttal to an earlier article by California Congressman Barry M. 
Goldwater Jr. on the “Right-to-Privacy” issue as it relates to records 
management. This article raises important questions regarding possible 
ramifications of the privacy issue, especially as they relate to the 
individual’s right to know what data is being collected and maintained 
about him/her. 


Horton, Frank 
Putting paperwork back in its place 

Jan 1978 Vol.12 No.1 Page5d 
The Federal Paperwork Commission Act (P.L.93-566) established a 
14-person Commission to study the politically sensitive problems in- 
volved in how to reduce the paperwork burden placed by the Federal 
Government on State and local governments and the public in its quest 
for information from them. The Commission was formally organized in 
October 1975 and given a two year life span to develop recommendations 
and report them to the Congress and the President. In a keynote address 
before the annual ARMA conference in Houston, Congressman Frank 
Horton (New York), Chairman of the Commission on Federal Paper- 
work, discussed the Commission’s final report 


King, Jessie Kitts 
Privacy Act Implementation 

Jan 1979 Vol.13 No.1 Page 28 
A very valuable case study on how to comply with the Privacy Act of 
1974. Although organizational differences must be taken into account, 
the Hanford Environmental Foundation approach offers some mean- 
ingful interpretations and guidelines. 


Knoppers, Jake V. Th. 
Freedom of Information and Privacy (Part I) 

Oct 1980 Vol.14 No.4 Page 28 
The information presented in this article is a working draft of the author 
and does not necessarily reflect the views of the Public Archives of 
Canada, or those of Statistics Canada, Treasury Board, or any other 
Canadian federal agency. The work for this paper was done under 
contract provided by the Machine Readable Archives Division, Public 
Archives of Canada. 


Knoppers, Jake V. Th. 
Freedom of information and privacy (Part II) 

Apr 1981 Vol.15 No.2 Page 18 
This concludes a two part series on Privacy and Freedom of Information 
legislation in Canada. Part I covered a brief summary overview of such 
legislation around the world and in Canada and acquainted records 
managers with the problems currently facing records managers in the 
management federal sector of Canada. Part II reviews possible models 
for records management and archives for implementing Privacy and 
Freedom of Information Legislation. 


Koranda, Mary Jo 
Supreme Court Interpretation of Fifth Amendment Protection Against 
the ... Production of . .. Documents 

Oct 1986 Vol.20 No.4 Page3 
While proof of an established records management program may protect 
an organization in the event court-ordered documents have already been 
destroyed, another defense is necessary to protect business documents if 
they are still in existence. In the past, many litigants have relied on the 
fifth amendment clause against self-incrimination. This article traces 
some of the Supreme Court’s decisions regarding the applicability of the 
fifth amendment as protection against the forced submission of business 
documents as evidence. 


Lando, Robert H. 
There Ought to Be a Law 
Apr 1976 Vol.10 No.2 Page5d 

To most effectively administer a records management program today, 
the records manager must be aware of, and understand new legislation 
being enacted on various levels of government, particularly as such 
legislation concerns the use and availability of records. This article 
presents an excellent review of records legislation on the Federal level. 
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La Sala, James M. 
Impact of privacy legislation on records management, The 

Jan 1977 Vol.11 No.1 Page 10 
The question of legality in records management is becoming more and 
more a question of intensive investigation and development of policies 
and procedures to protect firms and institutions against liability. The 
recent spate of antitrust suits, the acceptance of microfilm as legal 
evidence, and the deliniation of efficient retention schedules have all 
been concerns of records management over the past years. But new laws 
are being passed that will have an even greater impact on the responsi- 
bilities and duties of records managers. 


Leaper, Rae 
What'’s in the Box? 
Apr 1984 Vol.18 No.2 Page 34 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Lessin, Helen S. 
Criminal history records 

Jul 1978 Vol.12 No.3 Page 12 
Over the past number of years there has been much debate concerning 
how criminal history records should be maintained and disseminated. 
The substantial growth in the number and size of criminal justice 
information systems with their greater capacity to gather, store, process, 
and transmit criminai justice information has serious consequences for 
those who come into contact with the criminal justice system. This 
article considers such consequences and the factors that must be given 
careful consideration. 


Lytle, Richard H. 
Ethics of information management 

Oct 1970 Vol.4 No.4 Page5d 
A searching examination of the effects of technolcgical advances in 
information collection and processing on the rights of individuals and 
professional ethics. 


Morddel, Anne 
Data Protection in the United Kingdom 
Jul 1986 Vol. 20 No.3 Page 58 


Pomrenze, Seymore J. (Joe), CRM 
Freedom of Information and the Privacy Acts and the Records Manag- 
er-Selected Considerations 

Jul 1976 Vol.10 No.3 Page5d 
Few legislative acts have had the impact on records management as the 
Freedom of Information and Privacy Acts. Daily issues of the Federal 
Register contain regulatory statements and compliance procedures by 
government agencies. The private sector is also affected. Here are some 
important factors to be reviewed by the records manager when planning 
records systems. 


Rhode Island 
Act relating to public records 

Apr 1982 Vol.16 No.2 Page 49 
Text of new state law pertaining to custody and protection of public 
records, and access thereto. Also text of amended Public Records 
Administration Act. 


Shiff, Robert A. 
Privacy, Confidentiality-A Threat? 
Jul 1979 Vol.13 No.3 Page 22 


Skupsky, Donald S., JD, CRM 
Admissibility of Original Records in Evidence 
Apr 1987 Vol.20 No.2 Page 46 


Skupsky, Donald S., JD, CRM 
Determining Litigation and Statutes of Limitation Requirements for 
Records Retention Programs 
Jul 1986 Vol.20 No.3 Page 40 
see RETENTION SCHEDULES 


Skupsky, Donald S., JD, CRM 


Legal Liability of the Records and Information Management Profes- 
sional 


Apr 1987 Vol.21 No.2 Page 36 


Skupsky, Donald S., JD, CRM 

Legal Status of Optical Disk and Electronic Imaging Systems, The 
Jan 1986 Vol.20 No.1 Page 56 

see AUTOMATION ELECTRONIC IMAGING 


Skupsky, Donald S., JD, CRM 
Legal Status of Selected Records, The 
Oct 1986 Vol.20 No.4 Page 32 


Skupsky, Donald S., JD, CRM 
Legislative Reform for Legal Requirements for Records and Informa- 
tion Management Programs 

Jan 1987 Vol.21 No.1 Page 38 


Snyder, David P. 
Records Management For Tomorrow-New Opportunities and Critical 
Responsibilities 
Apr 1975 Vol.9 No.2 Page 10 
see DEVELOPMENT OF RECORDS MANAGEMENT 


Sytsma, Curt 
Nixoniana: The tell-tale tapes 
Jan 1978 Vol.12 No.1 Page 47 
Reprint of a lighthearted poem poking fun at Richard Nixon and the 
“Watergate” tapes, in the context of records management 


LEGISLATION 


see 
LEGAL & ETHICAL RESPONSIBILITIES 


LIBRARIES 


see 
INFORMATION PROFESSIONS 


LITIGATION SUPPORT 


see 
LEGAL & ETHICAL RESPONSIBILITIES 
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Bryant, Kenneth 
Organization and Management of the Company Post Office 

Jul 1968 Vol.2 No.3 Page 10 
In too many organizations the mail department is a neglected function. 
An office administrator presents a case in its favor showing how vital an 
operation it really is and how it can cut company costs. 


Malina, Julie 
Publications management or publications unmanaged 

Apr 1982 Vol.16 No.2 Page 18 
Several neglected operations increase the cost of ofice publications 
enormously, yet they never show up in budgets. This author proposes a 
program and provides guidance for Records Managers to manage their 
organizations’ publications more cost-effectively. 
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Andrews, Wallace C. 
Creativity—releasing the energy of ideas 
Jul 1970 Vol.4 No.3 Page5d 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


Atherton, Jay 
Emphasizing the MANAGEMENT in Time Management 

Oct 1986 Vol.20 No.4 Page 26 
The management of time should not be a mystery, since one can manage 
the use of time in much the same way as anything else is managed. This 
article explains how the elements and principles of management can be 
applied to the use of time. It emphasizes the importance of isolating and 
constantly monitoring the management process, and contains some 
useful suggestions to increase one’s daily effectiveness. 
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Beach, Terry 
Investigative Techniques-Surveys and Audits 

Apr 1967 Vol.1 No.2 Page 23 
A carefully planned and executed survey can produce excellent results 
for management. The author offers some practical suggestions for those 
undertaking a records management survey or audit. 


Casson, Vernon L. 
Organizing for Increased Executive Effectiveness 

Apr 1972 Vol.6 No.2 Page5d 
Proper organizational design is essential to the success of any business 
enterprise. The author presents a practical approach to this key element 
by outlining a recommended system for effective control and decision- 
making capability. 


Cleaver, Mary Flo, MGA 
Handwriting-A Building Block to Success 
Jan 1984 Vol.18 No.1 Page 30 


delaMontaigne, Vincent D. 
Listening: the key to communication 

Jan 1978 Vol.12 No.1 Page 19 
The records manager is continually involved in the process of selling 
various aspects of a records management program. Discussions with 
records personnel, operating and supervisory personnel, and top man- 
agement require an ability to present a point of view in a clear and 
concise manner. It is equally important that the records manager also 
understand the art of listening. This article discusses the “hows” of 
proper listening. 


Doukas, Michael E. 
Opportunity Costs and Entrepreneurial Economic Analysis 

Oct 1987 Vol. 21 No.4 
Opportunity costs are the insidious costs of either inefficiency or 
ineffectiveness that far too often escape management. This article 
examines the uses of opportunity costs in evaluating the economics of 
information resources management decisions. 


Doukas, Michael E. 
Perspective for IRM-Related Cost-Benefit Studies, A 
Jul 1987 Vol.21 No.3 Pagel5 

An area that concerns many information resources management (IRM) 
practitioners is that of performing management studies that include 
cost-benefit or economic analyses of information systems efforts. The 
difficulty that many IRM managers have with both conceptualizing and 
executing such analyses is one of perspective. This article presents the 
salient features of the proper business perspective and some practical 
suggestions concerning the question of opportunity costs and benefits. 


Drange, Kenneth M. 
Does efficiency mean better performance? 

Apr 1985 Vol.19 No.2 Page8 
This article provides decision makers with added dimensions to consider 
when evaluating the performance of people. These dimensions are: 
mission definition; systems design and placement; media utilization; 
and environmental conditions. 


Drange, Kenneth M. 
Planned workspace: a partial answer to productivity improvement 

Oct 1985 Vol.19 No.4 Page 24 
Presenting decision-makers with a means of evaluating the economic 
impact of salaries, space, furniture, and equipment on office productivity 
is the challenge this article addresses. It provides both a strategic and 
tactical tool to assist managers in making office environmental and other 
key decisions. 


East, George H. 
ARMA and the metric system 

Apr 1977 Vol.11 No.2 Page 48 
This article traces the process leading to the adoption of the metric 
system in Canada, beginning with the introduction of the White Paper 
on Metric conversion in 1970. The ten-year conversion process was 
expected to be completed by 1980. The Toronto Chapter, ARMA played 
an important part in this conversion process by designating a chapter 
representative to the Metric Commission. 
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Ellis, Biil 
Using Quality Circles for Effective Communications 
Jan 1984 Vol.18 No.1 Page 28 

Economists are recognizing that productivity increases in service indus- 
tries are more difficult to obtain and measure. Quality improvement 
seems to be the key but requires detailed knowledge of the work being 
done. More managers are recognizing that employees doing the work 
have a better view of what is going on and only need “structured 
methods to effect improvements.” The Quality Circle developed as such 
a method. 


Farr, Anthony P. 
Root two—the magic metric measure 

Jul 1973 Vol.7 No.3 Page 11 
Adoption of the metric system in the United States seems to be 
underway. Following significant studies by the Department of Com- 
merce and private organizations, many associations are beginning to 
convert their numerical controls to metric equivalents. Here is a 
presentation on the subject which will give you a good idea of what is 
involved. 


Francis, James 
Sutton, Cynthia L.; Cox, Bill 
New Tools for the Information Manager 

Apr 1987 Vol.21 No.2 Page3 
Records managers often continue to be “left out” of the decision making 
process of management. Amelioration of this problem is inevitable. 
However, if records management is destined to gain access to the “inner 
circle,” records managers need to acquire some effective problem solving 
skills to help organizations meet their goals. Two powerful tools helpful 
for solving problems are Quality Circles and Nominal Grouping Tech- 
nique. This article provides a “how to” approach for using these tools for 
problem solving. 


Grissom, Mildred D., CRM 

Records Management and the Management of the Organization 
Apr 1979 Vol.13 No.2 Page5d 

see RECORDS MANAGEMENT PROGRAM 


Hulme, Frank Jr. 
“I wouldn’t touch it with a ten foot pole” 

Jul 1974 Vol.8 No.3 Page 16 
Part of RMQ’s continuing series _f articles on metrication in order to 
acquaint readers with some of the philosophies behind its acceptance. 
This article clearly brings the subject into focus as it reviews the history 
behind the metric system, discusses why the U.S. should go metric, and 
offers some examples of its effects on records management. 


Langemo, Mark, CRM 
Motivating toward excellence and productivity 

Apr 1985 Vol.19 No.2 Page 24 
“... anyone who is—or wants and aspires to be— responsible for other 
people's work must grapple with the intricacies of human motivation.” 
With this article the author examines motivation principles and suggests 
several techniques that records managers can use to improve staff 
performance 


Markow, Carol Bliley 

Is management training meeting the needs of individuals today? 
Jan 1974 Vol.8 No.1 Page 35 

see RECORDS MANAGEMENT PROGRAM-DIRECTING 


McMurtry, David C. 
O’Bannon, James C. 
Value accounting: Challenging concept :» office administration 

Apr 1970 Vol.4 No.2 Page 28 
Value accounting is an effective measuring device in both financial and 
administrative areas of business. An educator and a businessman present 
some joint viewpoints on its broadening application. 


Morgan, Dennis F., CSP, COAP 
Delegating for Time 

Jul 1987 Vol.21 No.3 Page 35 
In this article the author takes a look at the function of delegating and 
managing time, and shows how an understanding of the former will 
greatly ease the latter. 





Nelson, Roger H. 
Systems Analysis and Work Simplification for Information Manage- 
ment 

Apr 1967 Vol.1 No.2 Page 27 
This paper is directed toward a review and examination of the total 
systems and work simplification concept-suggesting some of the difficul- 
ties as well as rewards of this approach to solving information manage- 
ment problems. 


Penn, Ira A., CRM 
Incompetence by Affiliation Syndrome, The 

Oct 1977 Vol.11 No.4 Page9 
A new concept, the Incompetence by Affiliation Syndrome (IBAS) was 
conceived to explain certain relationships between workers in a given 
organization. The author, in discussing his theory, considers its effects on 
the management analysis function. 


Pennix, Gail B., CRM 
Try a Little TQC 

Oct 1987 Vol.21 No.4 
If the goa! of your records management program is to ensure that your 
users are receiving maximum service at the least cost to them, and at the 
least effort to your staff, then try a little TQC-Total Quality Control. 
It’s a process management philosophy that works, from improving 
productivity in files maintenance to ensuring customer satisfaction in 
the records center. 


Pennix, Gail B., CRM 
Schouw, Jan 
When all else fails—smile 

Oct 1985 Vol.19 No.4 Page 40 
Most records managers have had the characterbuilding opportunity of 
making a presentation, whether to management or a peer group. Some 
have had the luxury of special training in this area; others have learned 
by “seat-of-the-pants” experience. The authors, who have acquired their 
presentation skills more from the latter method than from the former, 
draw on their personal experience both as speakers and members of 
audiences to illustrate how and how not to give effective presentations. 


Pratt, Henry J. 
Improving Your Interviews 

Oct 1987 Vol.21 No.4 
This article includes practical how-to information that will assist 
managers and supervisors hone important interviewing techniques, as 
well as improve their future performance as employees in the interview 
hotseat. Our skill as an interviewer, or as an interviewee, is crucial to 
hiring another winning employee or getting a coveted organization 
promotion. 


Remp, Ann M. 
Records managers and records educators as change agents: What can 
training accomplish? 
Jul 1977 Vol.11 No.3 Page 35 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


Riles, Wilson 
Impact of metric conversion 

Apr 1974 Vol.8 No.2 Page 16 
This article, authored by the former Superintendent of Public Instruc- 
tion for the State of California, discusses the imy ortance of educational 
programs supporting a conversion to the metric system for such a 
conversion to be successful. 


Silverman, Buddy Robert S. 
Theory P: Organizational effectiveness through simplistic responsive- 
ness 

Jul 1977 Vol.11 No.3 Page 21 
Well-intended commitments of funds, great displays of activity, periodic 
reorganizations, programmed alibis, and responsive austerity cannot 
substitute for a sound theoretical base. Managers need a theory to 
explain the relationship of paperwork to productivity and programs; a 
theory to link people and paperwork with performance. The flow of 
paperwork carves its face in every organization. 
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see 
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MANUALS 


see 
DIRECTIVES MANAGEMENT 
RECORDS MANAGEMENT PROGRAM-CONTROLLING 


MICROGRAPHICS 


see also 
AUTOMATION 


MICROGRAPHICS-APPLICATIONS 


Micrographics 
Apr 1974 Vol.8 No.2 Page 32 

The legality of microfilm is a subject of continuing importance to records 
managers. Two studies have provided excellent guidance in this area: 
ARMA’s Research Study No. 4—“Admissibility of Videotape Copies of 
Documents as Evidence” and NMA’s “Admissibility in Evidence of 
Microfilm Records.” Many companies are also involved in international 
business and for this reason, this article presents a review of some of the 
microfilm practices prevailing outside the United States. 


NARS examines microfilm use in preservation work 
Jul 1981 Vol.15 No.3 Page 28 

The National Archives and Records Service is reassessing the use of 
microfilming as a preservation technique. This includes periodic inspec- 
tion of a representative sample of the Archives’ vast holdings of some 
750,000 microfilm rolls. In the Archives’ study of its microfilm holdings, a 
small but significant portion was found to have reduction and oxidation 
blemishes, indicating storage in a less-than-ideal environment. 


SEC adds inception clause to microfilm regulations 

Oct 1970 Vol.4 No.4 Page 39 
On June 15, 1970, microfilm was approved by the Securities and 
Exchange Commission for keeping the business books and records of 
securities brokers and dealers from inception. This article provides 
details of this ruling. 


U.S. Army Selects Microfiche for Personnel Records 
Oct 1975 Vol.9 No.4 Page 33 


Effects of Population Explosion in a Small Florida County 

Jan i976 Vol.10 No.1 Page 30 
This article presents a case study on the use of microfilm in county 
government operations. Many county governments use microfilm today 
for the purposes outlined in this report and most went through the 
careful and well planned conversion procedures discussed. 


Argyris, Pericles A. 
Multiplant microdata system 

Apr 1969 Vol.3 No.2 Page 21 
In today’s and tomorrow’s multiplant operations and management’s 
evolution, the effective storage and retrieval of information is a must. 
This paper describes a corporation’s microdata system which has been 
established to meet the challenging objective for data retrieval. 


ARMA 
Micrographics Survey (Part I)-Where and Who 
Jul 1972 Vol.6 No.3 Page 34 
Part I of this ARMA survey identifies a microfilm user base within 
business, industry, and government. 


ARMA, Milwaukee Chapter 

Goodman, David G., Chairperson 

Your micrographics program 

Jan 1982 Vol.16 No.1 Page 48 

What are the techniques being used for area micrographics programs 
and what changes have occurred in these programs since 1975? The 
Milwaukee Chapter of ARMA, Research Committee asked the Milwau- 
kee members a series of questions concerning their organizations’ 
micrographics programs. This report summarizes the replies from 62 
organizations responding to this survey, compared to the results of a 
similar survey conducted in 1975. 
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Conway, Richard 
Improved aperture card retrieval 

Jan 1970 Vol.4 No.1 Page 27 
A report on Westinghouse’s Telephone Aperture Retrieval (WESTAR), 
a system which simplifies and improves the efficiency of engineering data 
retrieval through the combination of microfilm and automation 


Duggar, Robert E. 
Solution to Medical Records Problems 

Apr 1983 Vol.17 No.2 Page 18 
The patient related records that are maintained at the medical colleges, 
hospitals and clinics have grown in volume at a tremendous rate for the 
past ten years. This creates a major problem in having the needed 
documents available for reference for the various users in patient care, 
teaching and research. This article discusses the problem solving ap- 
proach taken by the Medical College of Georgia. 


Gring, Irene Hoffman 
Shared Experience Really Teaches 

Jul 1980 Vol.14 No.3 Page18 
The value of cooperative efforts amongst records administrators is 
demonstrated by the author’s discussion of the development of a 
company’s microfilm program and the contributions made by people 
outside the company. The article also covers the development of 
microfilm projects submitted to the Food and Drug Administration. 


Hallerman, Dennis 
Why microfilm? 

Apr 1985 Vol.19 No.2 Page 30 
In a decentralized microfilm operation, a centralized records manage- 
ment department can exert a degree of control over all microfilming 
activities in an organization. Specific procedures should be established, 
for without corporate-wide control of decentralized microfilm facilities, 
the result could be inconsistent quality of operations and microfilm 
produced throughout the business. In this article, the author offers a 
prime example of a decentralized micrographics operation under central 
records management control. 


Harding, Bruce C. 
Microform Usage in the Academic Libraries of Washington State 
University 

Oct 1983 Vol.17 No.4 Page 72 


Heimbach, David A.. CRM 
Microfilm index and retrieval techniques 

Oct 1978 Vol.12 No.4 Page 23 
Microfilm is a viable records management information storage and 
retrieval media if proper indexing techniques and standard formats are 
developed. The Los Alamos Scientific Laboratory has an on-line 
computer assisted retrieval data base for active correspondence files 
which describes and locates data retained on reels of microfilm. The 
Laboratory recently developed a procedure to upgrade the archived 
microfilm (1943-1971) by duplicating it to single perforated microfilm. 
This innovative procedure greatly enhances their capability to locate 
and retrieve archived data on a timely basis when required by manage- 
ment. 


Jenkins, Susen L. 
Miller, A. Patricia 
Adventures in Micre’\lming: A Microfiche Pilot Project 

Apr 1984 Vol.18 No.2 Page 20 
There comes a time in the life of most paper handling organizations 
when microfilming must be considered. In this paper, it is not the 
authors’ intent to describe the physical and technical aspects of the 
microfilming process, but rather to relate the planning and problems 
involved in attempting to implement a system to microfiche approxi- 
mately 1400 internal proprietary company reports. 


Joyce, Thomas M. 
Unionmutual’s inventory and jacket chargeout system (IJAC) 

Apr 1982 Vol.16 No.2 Page 24 
In order to be effective, the office of the future will have to be able to 
collect, collate, store, and disseminate all types of information in a rapid, 
but efficient manner. The office will utilize a minimum of paper and 
maximize the use of electronic and electronic-related technology. This 
article describes the approach taken by one company to achieve this 
objective. 
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Keith, Mark 
Microfilm at North American Aviation-LAD 

Jul 1967 Vol.1 No.3 Pages 
The control, issuance, and distribution of engineering data is of vital 
concern to many companies. Such data must be accurate, available, and 
in a usable form. A microfilm specialist for a major aerospace company 
discusses his company’s uses of microfilm for engineering and adminis- 
trative records. 


Lee, Jack E. 
Engineering records systems at Colorado Interstate Gas Company 

Jan 1969 Vol.3 No.1 Page 42 
One of the first successful applications of microfilm in industry was to 
engineering drawings. Unfortunately, consideration of microfilm usually 
occurs when the files are burgeoning with data, or when data is lost. At 
Colorado State Gas Company, microfilming was started because of both 
of these problems. Justification was based on data security and paper- 
work reduction. This article describes development of this system and 
the benefits provided. 


Lee, Jack E. 
Microfilm and related systems: Academic record retrieval at the Ohio 
State University 

Oct 1969 Vol.3 No.4 Page 42 
One of the traditional duties of virtually every Registrar’s Office is to 
issue official transcripts of permanent academic records. Ohio State 
maintains approximately 400,000 such records not including those of 
students currently enrolled or those of students who atte sded O.S.U. 
prior to approximately 1890. This article discusses the use of micro- 
graphics—both roll film and jackets—to manage these recorus and 
respond to requests for information. 


Lee, Jack E. 
Micrographics: Mike—the crime fighter 

Oct 1970 Vol.4 No.4 Page 38 
If you read the newspaper, please read this article; it may cheer you 
omewhat to know that something is being done to counter the 
increasing crime rate. Microfilm systems are being utilized in s-veral 
major cities to compact voluminous files into usable systems. This 
article provides an update on use of microfilm to detect crimes and 
apprehend criminals. 


Lee, Leonard S. 
U.S. Army’s personnel records, The—Yesterday, today, and tomorrow 
Apr 1977 Vol.11 No.2 Page 21 

“Mammoth” is the only word to describe records management us it 
pertains to the vast military personnel records collection of the U.S. 
Army. Faced with dimensions of that magnitude, the Army initiated a 
comprehensive study to replace paper records with a micromedia 
system. This article summarizes those efforts and describes the new 
system which combines different technologies, foreshadowing new hori- 
zons and dynamic improvements in records handling and information 
management practices for future applications. 


Linton, J. Eddis, CRM 
Storing Office Accounting Documents on COM 

Jul 1980 Vol.14 No.3 Page 21 
Records management has been defined as having the right information 
in the right format at the right time in the hands of the right person with 
the optimum cost benefit. In this presentation, which will be lnited to 
the use of Computer Output Microfilm for the storage of office copies of 
invoices, credit notes, and statements, emphasis will be placed on two of 
these aspects—the right format at the optimum cost benefit. 


Nielsen, J. R. 
Microfilm in an Uncertain World 

Jul 1967 Vol.1 No.3 Page 12 
One of the most outstanding examples of an organized program for 
records protection is that of the Genealogical Society of the Church of 
Jesus Christ Latter-day Saints. Based mainly on the use of microfilm, 
the records are housed in an excavated mountain. The following article 
describes this unique facility. 





Ochsner, Florence M. 
Integration of Micrographics, Records Management and the Computer, 
The 

Apr 1983 Vol.17 No.2 Page5d 
Most records managers would like better tools to help them manage 
their information. One way the information management industry has 
responded to their needs is by offering computer assisted retrieval (CAR) 
systms. What records managers are discovering, however, is that CAR 
systems are just about where word processing systems were ten years 
ago—nice to have, but hard to justify. This article discusses the planning, 
implementation, and results of a successful computer assisted retrieval 
system installed at Rust-Oleum Corporation. 


Odum, Robert, CRM 
Help! I Need Another ARM-S!!! 

Jan 1979 Vol.13 No.1 Page 16 
Using the various management disciplines to meet information control 
and retrieval needs is a prime objective of the records manager. This 
article documents the effective use of records management, micrograph- 
ics, and computer technology in solving a complex information problem. 


Pederson, Carol Rohweder 
C.A.R. Solves Seattle Parking Problems 

Jul 1983 Vol.17 No.3 Page 46 
An interesting case study showing how one technological systems 
improvement (microfilm) was further enhanced by yet another technol- 
ogy (computer assisted retrieval). An evaluation of past and present 
procedures is presented with flow chart illustrations of the current 
system. 


Richelsoph, Martin 
Engineering Records-Searching for the Best 35mm Microform 

Apr 1979 Vol.13 No.2 Page 21 
Planning a microfilm system requires a careful examination of all 
microform possibilities. This article covers an evaluation of microforms 
as they might apply to engineering records from both an information 
processing and cost viewpoint. 


Rugen, Orrin 

Role of the computer in banking, The 
Oct 1973 Vol.7 No.4 Page ll 

see AUTOMATION 


Seibel, C. Sheldon, CRM 
Superfund Assessment from the Records Perspective 

Jan 1986 Vol.20 No.1 Page 28 
This article explores the records support developed to undergird the 
United States Environmentai Protection Agency’s Superfund program 
in the State of Texas. In this complex enterprise the ability to capture 
information, organize information, and make infermation available is 
absolutely crucial. An updatable micrographic <ystem is used. The 
article suggests a way to understand how the perfor:ned task brings out a 
changed perception of what it means in this situation to be a records 
manager. 


Siegmund, Kar! P. 
Unitized drawing microfilm system, A 

Apr 1973 Vol.7 No.2 Page 20 
A case study in the application of microfilm to engineering drawings at 
Du Pont’s Savannah River Plant in South Carolina. Article covers the 
advantages of such a system for engineering data as well as the various 
approaches to print reproduction. 


Shipp, Patricia A. 
General Mills, Inc. In-House Micrographic Services Center: A Success 
Story 

Jul 1984 Vol.18 No.3 Page 34 
To assist in the management of the large, diversified company, General 
Mills, Inc., planned the implementation of the in-house micrographics 
center to ensure meeting all state and federal requirements on the 
retention and microfilming of business records. In addition, the center 
eliminated the need for additional inactive records storage space, freed 
up costly office space, and reduced information retrieval time. 


Smythe, Terry 
Policy status information on computer microfilm 

Jul 1970 Vol.4 No.3 Page 26 
More and more businesses are turning to computer output microfilm as a 
means of improving systems and curtailing the growth of paperwork. 
This article details a very interesting and workable approach taken by 
the Great-West Life Assurance Company in Winnipeg, Canada. 


Tall, Ken 
Micrographics in New Zealand and South Pacific 
Oct 1975 Vol.9 No.4 Page 34 


Telke, Frederick W. Jr. 
Senate moves to de-fuze paper explosion 
Apr 1974 Vol.8 No.2 Page 33 
This article presents an overview of the use of microfilm by a number cf 
Senate offices. 


Utter, Richard N. 
Personnel records system 
Jul 1970 Vol.4 No.3 Page 24 
A microfilm case study is presented in which film jackets are used to 
maintain the records of 26,000 employees. 


Wardlaw, Thomas R. 
Microfilms and the Business Disaster-A Case Study 

Jul 1976 Vol.10 No.3 Page 32 
Microfilm’s unique potential for protecting modern business records has 
been told in numerous “How to. . .” articles. The collapse and successful 
reorganization of the Equity Funding Corporation of America provided 
a “live test” of the value of microfilm in recovering from a business 
disaster. 


Whitbeck, Henry E. 
IDS microfilm operations 

Apr 1974 Vol.8 No.2 Page19 
The successful microfilm program is one which includes a careful 
examination of all related cost factors and the application of those 
microforms providing the best systems approach. Investors Diversified 
Services, Inc. has utilized various formats to satisfy its operational 
needs. This article examines those needs and their solutions as well. 


Willets, Robert R. 
Cataloging Data Stored on Roll Microfilm 

Oct 1968 Vol.2 No.4 Page17 
A simple method of cataloging information on 35mm microfilm has 
proved an effective means of retrieving engineering change data at 
IBM’s Systems Development Division. This article covers the analysis 
behind the design of the system and the procedures which govern its 
operations. 


Williams, Forest L. 
Use of microfilm in the Federal Government 

Jan 1977 Vol.11 No.1 Page 27 
The National Archives and Records Service has played an important 
role in the development of micrographics. This article covers some of the 
applications in government and the continuing efforts being made to 
promote standards and guidelines to facilitate the growth of micro- 
graphics in the Federal Government. 


MICROGRAPHICS-SYSTEMS 


ARMA 
Micrographics Survey (Part II)-When, What, Why and How 
Oct 1972 Vol.6 No.4 Page 29 
Part II identifies the chr. .slogy, applications, record series, microforms, 
and reasons for micrographics in records management. 


Balon, Brett J. 
Silver Recovery is Money Recovery 

Apr 1987 Vol.21 No.1 Page 31 
This article outlines the two different methods of silver recovery in 
microfilm processing: chemical and electrolytic. The two types have 
different efficiencies and cost differences as well. Cost justification has to 
be performed to determine which method is right for your microfilm 
operation. 
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Barr, Jean, CRM 
Choosing a Micrcfilm Based Technology 
Jan 1987 Vol.21 No.1 Page 32 

Choosing a microfilm based technology which will allow an organization 
to migrate into the next generation of information management systems 
is not easy. The choices are varied and complex. This article explores 
three microfilm technologies: jackets, updatable microfiche, and com- 
puter assisted retrieval for roll film. Issues explored are: document 
versus file storage and retrieval; unit record versus roll film; computer 
base versus non-computer; cost and productivity; image durability and 
the future of document processing. There is a strong emphasis on a cost 
benefit analysis and fitting the technology to the particular application. 


Bauer, C.J. 
So You’ve Decided to Microfilm 

Apr 1983 Vol.17 No.2 Page 13 
This article examines the factors to be considered in undertaking a 
microfilm project. The author provides a valuable evaluation of some of 
the technical problems involved and offers a ten rule approach to 
assuring a successful microfilming project. 


Brown, Gerald F. 
Anatomy of Micrographics 
Apr 1975 Vol.9 No.2 Page 31 


Brown, Gerald F. 
COM Operations and Systems-Part I 
Jul 1975 Vol.9 No.3 Page 34 


Brown, Gerald F. 
COM Operations and Systems-Part II 
Oct 1975 Vol.9 No.4 Page 30 


Brown, Gerald F. 
Microforms 
Jan 1975 Vol.9 No.1 Page 32 


Brown, Gerald F. 
Micrographics: The microfilm feasibility study 
Oct 1974 Vol.8 No.4 Page 32 

Microfilm or any microimaging system can be a most valuable tool for 
anyone engaged in information retrieval systems. To be truly effective, 
microfilm should provide fast retrieval and it should be economically 
justified. It is the job of the records manager to determine when a 
micrographics system is feasible and to design a system which will 
provide fast, accurate and simple retrieval. The first step in making such 
a decision is to conduct a micrographics feasibility study. This article 
was written to provide assistance in this effort. 


Crew, Wynn D. 
Microaperture as a Method of Publishing, The 

Apr 1971 Vol.5 No.2 Page 22 
This article describes a high-reduction, microaperture, bookform pub- 
lishing technique, which includes the decimal system of direct page 
location, for up to 100 pages of computer output microfilm or technical 
reports, without the need for original, type-setting composition. 


Deslongchamps, Denis, CRM 
Microfilm as Seen by One of the Records Managers 

Oct 1976 Vol.10 No.4 Page18 
A “how-to” approach to introducing a microfilm system from problem 
identification to actual filming. The author provides a working paper 
format so that one might readily adopt its content for individual 
applications. This article is another in the RMQ series of bilingual 
(English-French) reports submitted by the author. 


Donaldson, William J. 

Microfiche Automation Considerations 
Oct 1979 Vol.13 No.4 Page 22 

see AUTOMATION 


Frucsione, James 
Blueprint for the evaluation of computer output micrographics applica- 
tions, A 

Jul 1985 Vol.19 No.3 Page 44 
Computer output microfilm (COM) is an important information man- 
agement tool which can produce significant cost and labor savings. 
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However, the complete benefits of COM can only be realized through the 
rational, well-planned application of the technology to the appropriate 
records system. Information professionals require an understanding of 
the basic technical elements as well as methodology for evaluating 
potential applications. This article discusses basic technological features 
of COM and fundamental considerations in a COM application devel- 
opment study. 


Hopler, Frederick B. 
Microfilm Processing, Storage and Protection-Is Yours Adequate? 
Apr 1976 Vol.10 No.2 Page 34 


Kaimann, Richard A. 
Random Image Processing-An Idea Whose Time Has Come 

Oct 1979 Vol.13 No.4 Page5 
This article demonstrates the effective use of an interdisciplinary 
approach to problem solving. In this instance data and image processing 
(micrographics) are combined to produce a valuable retrieval system for 
real estate information. In addition to describing the problem and 
potential solution to retrieving such data, the author offers economic 
justification for his approach. 


Klein, Henry J. 
Microfilm, the Computer and the Small Company 

Oct 1984 Vol.18 No.4 Page 45 
This article looks at computer assisted retrieval of microfilm (CAR) 
through the eyes of a microfilm service bureau. The author emphasizes 
the simplicity of CAR as well as the availability of this type of system 
without the large capital investment normally required for the end user. 


LaRouche-McClemens, Monique 

Video disk technology and its development: digital optical disks 
Jan 1985 Vol.19 No.1 Page 16 

see AUTOMATION-ELECTRONIC IMAGING 


Lee, Jack E. 
Commercial Total Records Service Companies 
Apr 1972 Vol.6 No.2 Page 37 


Lee, Jack E. 
Critical View of Micrographics Standards, A 
Jul 1971 Vol.5 No.3 Page 42 


Lee, Jack E. 
In This Corner. . . . 

Apr 1971 Vol.5 No.2 Page 34 
This article is written as an editorial response to amplify, refute or rebutt 
the many published reports concerning COM. COM is an unCOMmon 
challenge. 


Lee, Jack E. 
Microfilm and related systems: Computer-Output-Microfilm 

Jan 1970 Vol.4 No.1 Page 40 
With increased automation, it became apparent that for micrographics 
to survive and grow as a systems tool it must not only be compatible 
with, but must complement the computer. The advent of COM stimu- 
lated the industry tremendously. 


Lee, Jack E. 
Microfilm and related systems: Data protection the Engineering Draw- 
ing 

Jul 1970 Vol.4 No.3 Page 38 
Probably the most valuable record in many collections is the Engineer- 
ing Drawing. It is rightly categorized as a vital record and deserves the 
best protection obtainable. The purpose of this article is to explore the 
various methods available to provide this protection. 


Lee, Jack E. 

Microfilm and related systems: Data compaction and data reduction 
Apr 1969 Vol.3 No.2 Page 37 

The two basic reasons for microfilming are data compaction and data 

reduction. Many microfilm programs are begun for the wrong reasons. 

This article reviews the subject of data compaction. 





Lee, Jack E. 
Microfilm and related systems: The computer output microfilmer to the 
rescue 

Apr 1970 Vol.4 No.2 Page 42 
Probably the two most important operational developments that have 
influenced the capability of growth and profitability of financial institu- 
tions are microfilm systems and computers. The marriage of these two 
technologies has produced the computer output microfilmer—which 
provides a low-cosv storage medium for large quantities of data. 


Lee, Jack E. 
Mi-rofilm Coding Systems 
Jan 1971 Vol.5 No.1 Page 39 


Lee, Jack E. 
Micrographics—ARMA: Survey Report Part III 

Jan 1973 Vol.7 No.1 Page 36 
The members of the ARMA—Micrographics Committee express them- 
selves relative to the authenticity; points of interest; and the future of 
micrographics in records management. 


Lee, Jack E. 
Micrographics, the computer connection: Part I Indexing an informa- 
tion system—input 

Jul 1973 Vol.7 No.3 Page 36 
Since the second most important element in an information storage and 
retrieval system is the index (the most important element is the user), 
and since computers are very good at precisely those things that humans 
do poorly, it follows that the computer should be used to create 
informational indexes. This article presents some guidelines in creating a 
computerized index for micrographics applications. 


Lee, Jack E. 

Notes from the diary of a mad microfilmer: Let’s get back to basics 
Apr 1973 Vol.7 No.2 Page 36 

Microfilm in itself is “no big deal.” How it is used to manage records and 

information storage and retrieval for the benefit of the user is a big deal. 

Basic to the success or failure of the program is that all-important 

element: the user. Presented in this article are eleven rules of the 

micrographics “game”, to ensure user satisfaction. 


Lee, Leonard S., CRM 
End’s in sight—or is it, The 

Jul 1981 Vol.15 No.3 Page 25 
This is the concluding article in the series on cor.verting paper mode 
records to micromedia and implementing new systems. This segment 
describes actions involved in systems installation, conversion facility 
phase-down, project staff phaseout, follow-up monitoring and modifica- 
tions, and systems maintenance/improvements. 


Lee, Leonard S., CRM 
Project team commences operations, The 

Jan 1981 Vol.15 No.1 Page 10 
Second article in multi-part series on converting paper-mode records to 
micro-media and implementing new systems. First article covered steps 
taken immediately after management’s approval of new system. This 
installment discusses preimplementation requirements—actions that 
must be accomplished before actual conversion begins. 


Lee, Leonard S., CRM 
Trials and tribulations of transformation 

Apr 1981 Vol.15 No.2 Page 38 
This is the third in a multi-part series on converting papermode records 
to micromedia and implementing new systems. Previous issues covered 
preparatory steps taken immediately after management’s approval of 
the system and activities required during the pre-implementation phase. 
This article discusses records conversion and its related problems, such 
as: document purging, structuring and formatting microforms, handling 
illegible documents, equipment operations, quality assurance, legality, 
disposition, and security copies. Various permutations are presented/ 
analyzed and reasons furnished for solutions recommended. 


Lee, Leonard S., CRM 
Update on the magical microgrcphics media 
Oct 1978 Vol.12 No.4 Page 28 
One of the most significant developments in recent years has been the 
introduction of updatable microfilm. While this was previously ac- 
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complished by splicing and jacket channel insertions, the ability to 
update microfiche appeared to be an insurmountable problem. Consid- 
erable progress has now been made and this article presents a current 
status report on this newest technique. 


Lee, Leonard S., CRM 
What Do You Want to Know About Updatables? (Part I) 

Apr 1979 Vol.13 No.2 Page 16 
Despite vast and spreading interest in updatable micrographic system 
equipment and media around the world, comparatively little has been 
published that is of direct practical value for prospective users concern- 
ing this new technology. This article has been compiled to provide 
detailed answers to questions raised frequently about the intricacies of 
updatable capabilities and operations. 


Lee, Leonard S., CRM 
What Do You Want to Know About Updatables? (Part II) 

Jul 1979 Vol.13 No.3 Page 33 
Part II continues exploration of the subject and concludes with media 
handling precautions, resolution/density, productivity, downtime, costs, 
systems differences, predictions for the future, and information sources. 


Lee, Leonard S., CRM 
What Do You (or Don’t You) Know About Selecting Microform 
Readers? 

Jan 1979 Vol.13 No.1 Page 21 
Micrographic systems depend upon many factors—effective system 
design, proper techniques, appropriate equipment and supplies, and 
conscientious personnel. But of all the variables, one stands out as most 
critical to success or failure. This article identifies the item, discusses 
considerations involved in its selection, and provides suggestions for 
insuring the optimum solution is obtained. 


Lee, Leonard S., CRM 
What do you do with a million fiche? 

Jan 1978 Vol.12 No.1 Pagel5 
Conversion of paper records to microfilm mode is only one element of the 
total system which should provide for creation of the microform, 
inspection duplication, viewing ¢d storage/retrieval. End users of the 
resulting records are generally ne: concerned about procedures used to 
produce microforms. Instead, t'reir interests center around having 
quality products promptly available when needed. This article discusses 
one aspect of that problem; namely, appropriate devices for storing/ 
retrieving microfiche for large-volume, dynamic systems. 


Lee, Leonard S., CRM 
What Happens After Systems Approval? 

Oct 1980 Vol.14 No.4 Page 36 
This is the first in a series of articles that describes events, factors and 
considerations involved in converting paper-mode record collections to 
micromedia and installing new systems. The articles are designed to 
furnish comprehensive, practical, how-to information that should be 
invaluable for individuals charged with such responsibilities. They are 
based upon experience gained from accomplishment of such tasks during 
several large scale conversions (but are also applicable to small-to-mod- 
erate projects) and include philosophical and cost ramifications, discus- 
sion of alternatives, and recommended solutions. 


Lowell, Howard P. 
Preservation microfilming: an overview 
Jan 1985 Vol.19 No.1 Page 22 

Microfilm is a recognized records management tool. The use of microfilm 
to preserve information demands the use of high quality film, carefully 
controlled processing and environmentally sound storage conditions for 
the camera negative. Preservation microfilming implies that the records 
to be filmed have permanent value, the information ought to be retained 
indefinitely, and the cost of preservation is warranted. This article 
considers factors the Records Manager should know about the use of 
microfilm as a preservation tool in the Records Management program. 


Minkier, Whitney S. 
Starbird, Robert W. 
Determination of harmful residual chemicals on archival film 

Jan 1985 Vol.19 No.1 Page 30 
There are several photographic processes that utilize different film 
technologies, but only one type of film, silver halide, is certifiable as 
archival, and then, only if properly processed. This article explains the 
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testing procedures that are necessary in order to ensure archival 
permanence of silver halide microfilm. 


Naukam, Lawrence 
Buying a CAR and making it run 

Oct 1985 Vol.19 No.4 Page 36 
Increased workloads and greatly expanded quantities of paperwork have 
created huge files of stored data, which take people, time and money to 
process. Computer-assisted retrieval (CAR) gives users rapid access to 
automated records indices, improves speed and accuracy of retrieval, 
helps increase file integrity and can provide for expansion to handle 
future increases in workload. Article includes questions to consider 
during systems evaluation. 


Osburn, William D., CRM 
Justification of microfilm as an information media 

Apr 1978 Vol.12 No.2 Page 16 
Microfilm is a records management technique with world-wide applica- 
tions. This article, based upon a presentation before the South African 
Records Management Association, provides an excellent example of the 
International aspects of microfilm as well as some interesting cost and 
use comparisons. 


Powell, Henry E. Jr. 
Systemic miniature, The 

Jul 1973 Vol.7 No.3 Page 14 
A discussion of the basic fundamentals of microphotography, including 
the various microforms and their applications. The author reviews the 
steps to be taken in a microfilm systems evaluation and considers the 
advantages and disadvantages of the different approaches. 


Rudnitsky, Andrea 
Use of Micrographics and Electronic Technology in Records Manage- 
ment Status and Trends, The 

Jan 1984 Vol.18 No.1 Page 42 
This article is an excerpt of the author’s doctoral dissertation recently 
completed on the use of micrographics and electronic technology. This 
project arose from the need to update the business education curriculum 
in the rapidly changing field of records management and was completed 
earlier this year at the University of California, Los Angeles. 


Skupsky, Donald S. JD, CRM 

Legal status of microfilm and other duplicate records, The 
Jan 1985 Vol.19 No.1 Page 64 

see RETENTION SCHEDULES 


Smythe, Terry 
Microfilm and the Computer 

Apr 1971 Vol.5 No.2 Page 30 
The author has created a new concept, the “Petrified Records Syn- 
drome,” which he defines as “an affliction of the mind characterized by a 
firmly entrenched belief that microfilm can only be used to save space 
occupied by ancient, dead records.” In this article, he discusses how we 
can overcome this malady by applying advanced techniques in micro- 
photography. 


Smythe, Terry 
Microfilm and the Management of Time 

Oct 1971 Vol.5 No.4 Page 20 
Microfilm can have a potentially dramatic effect upon clerical produc- 
tivity, file integrity, and the management of information. This article 
examines the nature and extent of this effect as evidenced by recent 
advances in COM. 


Thompson, Barbara H. 
Pathfinder: A Micrographics Proposa! for Management 

Apr 1984 Vol.18 No.2 Page 25 
The purpose of the Pathfinder is to present a formula or method for 
records managers to follow in calculating costs for microfilming for 
upper level management. Although the statistics in the article are based 
upon the author’s own company experience, the formula can be followed 
by any records manager who has access to similar statistics for his/her 
company. 
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Van Strien, Martin T. 
Micrographics 

Oct 1973 Vol.7 No.4 Page 34 
This article represents a term paper submitted by the author in 
satisfaction of requirements in a Records Management course at 
California State University, Los Angeles. It also won first prize in the 
ARMA Los Angeles Chapter Educational Essay Contest for 1973. The 
article outlines the development of micrographics applications and 
presents some thoughts for the future of the technology. 


Wolf, David R. 
Microfilm system applications 

Jul 1969 Vol.3 No.3 Page5d 
Microfilm plays a significant role in today’s efforts to control the 
“paperwork explosion.” To make proper use of microfilm, however, one 
must understand its capabilities and applications. This article offers a 
timely review and analysis of the current uses of microfilm. 


Wolff, Richard E. 
Microfilm as a Management Tool 

Jul 1967 Vol.1 No.3 Page5 
Microfilm has become an essential part of systems planning particularly 
when volume reduction and rapid retrieval are to be considered. Some of 
its applications to records management practices are examined. 


Wright, Gordon H. 
Information and Retrieval Systems of Microfilming and Other Record- 
ings 
Oct 1972 Vol.6 No.4 Page 14 
see INFORMATION RETRIEVAL SYSTEMS 


OFFICE AUTOMATION 
see 
AUTOMATION-INTEGRATED TECHNOLOGIES 


OPTICAL CHARACTER RECOGNITION 


see 
AUTOMATION-ELECTRONIC IMAGING 


OPTICAL DISK 


see 
AUTOMATION-ELECTRONIC IMAGING 


PERSONAL RECORDS MANAGEMENT 


Beck, Judy 
Records Management in the Home 

Jul 1968 Vol.2 No.3 Page 22 
Many records managers reach heights of efficiency in their company 
operations, but become symbols of inefficiency when they attempt to 
organize their household records. Don’t despair! The author tells you 
how to correct the situation. 


Sanders, Robert L. 
Ferocious Domestic Paperwork Kitten, The 

Jan 1986 Vol.20 No.1 Page 22 
Although the data management computer programs, as well as filing 
equipment and computer hardware developed for the office environment 
have for some time been marketed in modified versions for home use, 
little has been done to adapt for domestic applications the records 
management principles created to control the paperwork burden at the 
office. This article argues that such an adaption is needed and discusses 
some of the challenges that will be encountered in any attempt to tame 
the domestic paperwork kitten. 


U.S Consumer Product Information Center Keeping Records; What to 
Discard 


Apr 1979 Vol.13 No.2 Page 54 
A handy guide for the retention and protection of personal records. 


PRIVACY OF INFORMATION 


see 
LEGAL & ETHICAL RESPONSIBILITIES 





PROFESSIONAL ORGANIZATIONS 
see also 
INFORMATION PROFESSIONS 


CRMs comment 

Jul 1977 Vol.11 No.3 Page 44 
This article conteins the comments of six Certified Records Managers 
who qualified by paso:ag the required six part examination. Their 
comments should be of value to, CRM candidates. They were of great 
value to the ICRM Board of Examiners in their continuing appraisal of 
examination content. 


Recent CRM recinients comment on exam preparation and certification 
benefits 
Jan 1982 Vol.16 No.1 Page 82 

The Institute of Certified Records Managers is always interested in 
promoting the Certified Records Managers Program. To this end, the 
Board of Regents of the ICRM solicited comments from new, CRMs 
regarding their perceptions of the value of certification, and, more 
practically, how they went about preparing for the exam. These 
comments should be helpful to those records managers who are con- 
templating applying for certification, as well as to those who are 
currently in the process of completing their test requirements. 


ARMA 
ARMA Standards Program-Job Description Guidelines 
Oct 1983 Vol.17 No.4 Page 42 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


ARMA 

Micrographics Survey (Part I)-Where and Who 
Jul 1972 Vol.6 No.3 Page 34 

see MICROGRAPHICS-APPLICATIONS 


ARMA 

Micrographics Survey (Part I1)-When, What, Why and How 
Oct 1972 Vol.6 No.4 Page 29 

see MICROGRAPHICS-SYSTEMS 


ARMA 
Records Management Surveys 
Oct 1976 Vol.10 No.4 Page 41 
ARMA Milwaukee Chapter-general survey. 
ARMA Greater Los Angeles Chapter-salary survey. 
ARMA (Association)-salary survey. 


ARMA 
Records Personnel Survey 
Jul 1971 Vol.5 No.3 Page 28 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


ARMA 

Records Personnel Survey (Part II)-Job Descriptions (continued) 
Jan 1972 Vol.6 No.1 Page 34 

see RECORDS MANAGEMENT PROGRAM-DIRECTING 


ARMA 

Records Personnel Survey (Part II)-Job Descriptions (continued) 
Apr 1972 Vol.6 No.2 Page 44 

see RECORDS MANAGEMENT PROGRAM-DIRECTING 


ARMA 
Records Personnel Survey (Part II)-Job Descriptions 
Oct 1971 Vol.5 No.4 Page 24 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


ARMA 
Records Personnel Survey (Part III)-Job Descriptions 
Oct 1972 Vol.6 No.4 Page 26 
see RECORDS MANAGEMENT PROGRAM-DIRECTING 


ARMA 

Teaching Records Management in the United States: A Survey 
Apr 1968 Vol.2 No.2 Page 29 

see EDUCATION 


ARMA, Long Range Planning Committee 
ARMA Membership and Customer Satisfaction Research Institute 
(CSRI) Study 

Jul 1981 Vol.15 No.3 Page 45 
Membership opinions and concerns, together with information on how 
other groups view Records Management as a profession with ARMA as 
the organization supporting that profession, are necessary to lay out 
future long range plans as to the direction and position the Association 
should take, as well as providing the best possible service to its members. 
This article is a synopsis of two surveys commissioned by the Long 
Range Planning Committee of ARMA, to assist in providing the 
Committee with current resource material to assist in the long range 
planning process. 


ARMA Greater Seattle Chapter 
Public Library as an Arm of ARMA, The 

Oct 1984 Vol.18 No.4 Page 68 
In this article the Greater Seattle Chapter reports how it joined in a 
cooperative effort with the Seattle Public Library to develop a resource 
library of books and periodicals on records management. The chapter 
published a bibliography of books already in the Library, and under a 
long term program, provided limited funds to purchase additional titles. 
Although this project represents only a microcosm in the vast world of 
library materials, it has, nonetheless, created a keener awareness of the 
importance of records management. 


Benedon, William, CRM 
Professional status through certification 

Jan 1978 Vol.12 No.1 Page 30 
Records managers and administrators have a responsibility to ensure 
the growth and develment of their profession in order to provide 
continued service to a broad segment of society. At the same time they 
need to upgrade and maintain the quality of the service they provide at 
an increasingly higher level. Records managers and administrators, like 
practicioners in other management disciplines, have felt a need to 
develop a greater sense of professionalism. This attitude resulted in the 
creation of the Institute of Certified Records Managers (I, CRM) in 1975 
and the development of a system of examination for the attainment of 
Certified Records Manager (, CRM) status. 


Bishop, Kathleen A. 
Tips for Making Your Seminar a Success 

Apr 1987 Vol.21 No.2 Page9 
This article contains how-to information that will assist those involved 
in planning a seminar. Included is a step-by-step guide to make a 
seminar run smoothly, from choosing an interesting and timely topic 
through follow-up. 


Bronder, Susan M., CRM, RRA 
Gaining Professional Status: The Leadership Role of the Institute of 
Certified Records Managers 

Jan 1984 Vol.18 No.1 Page 20 
One of the primary goals of today’s records practitioners is to gain 
professional recognition from top management and cther professionals. 
To succeed in this endeavor to be recognized, records practitioners are 
looking to the Institute of Certified Records Managers (ICRM) for 
leadership. This paper explores possible methodologies to gaining pro- 
fessional status, and the leadership role of the ICRM in implementing 
them. 


ICRM 

Survey of Records and Information Retention and Disposal Practices 
Oct 1983 Vol.17 No.4 Page 55 

see RETENTION SCHEDULES 


Lee, Jack E. 
Fifth Estate, The 
Apr 1971 Vol5 No.2 Page5d 

Business today is confronted by an endless variety of professional 
organizations, each, supposedly, assisting it in a specific area of need. 
Yet, in total, they are directed toward one objective-information 
management. Our author refers to this mixture as a “hot bowl of 
alphabet soup.” He maintains that the only way to cool it, is to stir 
vigorously. So grab the spoon and join him as he discusses the results of 
such action. 
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Information/Document Management 
From FLORIDA COMPUTER, INC. 


a new, enhanced, affordable 
SNAP CAR System 


FCI’s SNAP CAR System consists of a personal computer utilizing the SNAP software 
and a microfilm device (i.e. reader, reader/printer, or microfilm camera). SNAP facilitates fast 


access to important information and thus helps your department’s personnel locate and retrieve 
documents quickly and efficiently. 


© The new enhanced SNAP will provide the current features of SNAP as well as an improved 
search capability so that users may specify 
multiple fields in a search condition and 
will permit a search for a range of values. 





e A formatted hit list with sort and 
print capability meeting search criteria 
is available. 


@ SNAP can be used with existing IBM 
PC/XT and PC/AT computers, or 100% 
compatibles. SNAP installs in minutes 

and virtually no training is required. 





mms a sophisticated information 


management system 
MMS is a full-featured information management tool. Micrographics, paper files and 
on-line data can be managed efficiently. Comprehensive validation and retrieval provide a high 
level of information availability. MMS can share data with your existing mainframe, and our 
Voice/CAR™ option allows retrieval from any Touch-tone™ telephone. 


For full details on FCI’s SNAP and MMS Programs call: 1-800-624-5820 


Florida Computer Inc. 
99 N.W. 183rd Street 
North Miami, FL 33169 
(305) 652-1710 
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Lee, Leonard S., CRM 
Do You Stop, Look and Listen to Speeches? 

Apr 1980 Vol.14 No.2 Page 38 
A very valuable guide for conference planners and speakers on program 
planning and speech preparation. The author, a noted lecturer on 
records and information management, offers a useful form for speaker 
evaluation. 


Maedke, Wilmer 

Records Management Profession: Status and Treads 
Jul 1976 Vol.10 No.3 Page 42 

see INFORMATION PROFESSIONS 


Morddel, Anne 
Look at British Professional Associations, A 
Jan 1987 Vol.21 No.1 Page 46 


Penn, Ira A., CRM 
Pennix, Gail B., CRM 
On Writing for the RMQ 

Oct 1984 Vol.18 No.4 Page 53 
This article explains how to prepare material for publication in the 
Records Management Quarterly, and was developed in response to the 
specific requests from ARMA members. Included are discussions regard- 
ing the type of articles wanted, what such articles should contain, the 
format required, and deadlines for submittal. 


Pomrenze, Seymour 
Thomas, Ruth 
Professionalism through certification 

Apr 1977 Vol.11 No.2 Page 49 
An overview of the Institute of Certified Records Managers and the 
process required for certification, including an outline for the certifica- 
tion examination and a bibliography of reading materials for prepara- 
tion for the examination. 


Ricks, Betty R. 
Gow, Kay F. 
Why Not Be an Author? 

Jan 1983 Vol.17 No.1 Page 28 
Every records administrator has had an experience or experiences worth 
sharing with others. Those who have never written for publication often 
feel they have nothing important to say, they don’t know where to begin, 
or they are convinced that no one would want to publish anything they 
wrote anyway. To help you overcome this reluctance to venture into the 
unknown, and to encourage you to share your experiences, this article 
examines some of the reasons for writing, some types and techniques of 
writing, and how and where to publish. 


Robek, Mary F., CRM 
ARMA Chapter Activities Promoting the CRM Program 

Oct 1984 Vol.18 No.4 Page 70 
About one-third of the ARMA chapters are active in conducting study 
sessions and making available materials for CRM examination prepara- 
tion. The information contained in this report focuses on activities 
sponsored by the Chapters which promote the ICRM, such as chapter 
libraries, speakers, study sessions, study materials, promotion of the 
ICRM, and other activities. F 


Robek, Mary F., CRM 
Institute of Certified Records Managers-Resolutions for the 80’s 
Jan 1980 Vol.14 No.1 Page 46 


Robek, Mary F., CRM 
Strategies for passing the, CRM examination 

Oct 1978 Vol.12 No.4 Page 38 
There are three necessary conditions for success in the, CRM exam: 
adequate general knowledge, knowledge through records management, 
and intense review for an extended period of time. There are no simple 
formulas for success. Candidates vary in general intelligence, experience, 
education and motivation. Each candidate must develop his/her own 
strategies for passing this exam. This article provides some practical 
suggestions. 


Rofes, William 
Professionalism 
Jan 1977 Vol.11 No.1 Page 51 

The Institute of Certified Records Managers was established in 1975 and 
has begun the process of establishing standards which ought to be 
possessed and demonstrated by a professional group. The “certification 
by review process” was scheduled to end July 1, 1977, to be replaced by 
the “certification by examination” process. Becoming a professional 
requires efforts above and beyond the process of of obtaining the “, 
CRM” designation. This article outlines other criteria for professional- 
ism. 


Smith, John Moss 
Attending the ARMA Conference or Recollections from the Combat 
Zone 

Oct 1984 Vol.18 No.4 Page 57 
An “inside look” at the annual ARMA Conference from a veteran 
attendee. Included are sections on travel procedures, training sessions, 
and related activities. Also included is a special chart to help with future 
conference planning. 
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see 
RECORDS MANAGEMENT PROGRAM-PLANNING 


RECORDS CENTERS 


see 
INACTIVE RECORDS MANAGEMENT 


RECORDS DISPOSITION 


see 
DISPOSITION 


RECORDS INVENTORY 


see 
RETENTION SCHEDULES 


RECORDS MANAGERS 


see 
INFORMATION PROFESSIONS 


RECORDS MANAGEMENT QUARTERLY 


see 
PROFESSIONAL ORGANIZATIONS 


RECORDS MANAGEMENT MANUALS 


see 
DIRECTIVES MANAGEMENT 
RECORDS MANAGEMENT PROGRAM-CONTROLLING 


RECORDS MANAGEMENT-DEVELOPMENT 


see 
DEVELOPMENT OF RECORDS MANAGEMENT 


RECORDS MANAGEMENT PROGRAM 


Municipal government 

Jul 1982 Vol.16 No.3 Page 32 
Text of an ordinance covering one of the recent additions to Regulations 
for Municipal Records Management programming. This ordinance was 
submitted by Susan M. Bronder, City of Irving (Texas) Records Officer. 
Government Records Officers are urged to send in new legislation 
covering their records. 
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Records management and business involvement with local government 
Apr 1978 Vol.12 No.2 Page 44 

The ComPAC Records Management Task Force has been watching 

“Paper Wars” for eleven months. The effort has been worthwhile 

because the savings to Allegheny County (PA) government—and ulti- 

mately to the taxpayer—will be more than 1.2 million dollars a year. 


Adduci, Patricia 
Municipal government records management survey 

Jan 1977 Vol.11 No.1 Page 44 
In January 1976, the City of Rochester sent questionnaires to 25 
randomly selected cities in the U.S. and Canada inquiring as to their 
current methods of records management. 15 cities responded to this 
survey. This article presents the results. 


Andreassen, John C.L. 
Records management for small institutions: the small government 
college 

Jul 1973 Vol.7 No.3 Page 29 
The application of records management techniques to educational 
institutions has become of increasing concern as more State govern- 
ments extend their programs to State owned colleges and universities. 
An educator and records administrator discusses the need for such 
coverage and the areas that require the most attention. 


Austin, Robert B., CRM 
10,000,000 reasons for records management 

Jul 1985 Vol.19 No.3 Page3 
Many times the question has been asked, “Why should our company 
have a total records management program?” While the responses have 
varied, one answer, “To save money,” was usually included in the list of 
reasons. Recent litigation indicates that perhaps the answer, “To avoid 
losing money”, might be a more appropriate way to respond. In this 
article, the author points out how the absence of an effective records 
management program cost one corporation $10,000,000. 


Bennett, James C. 
Berkey, Frederick N. 
Records management and the small business firm 

Jul 1970 Vol.4 No.3 Page13 
An often neglected area for systems discussion the small business firm—is 
examined in terms of its awareness and use of records management 
techniques. 


Bowerbank, Kent 
What’s happening in Arizona 

Jul 1977 Vol.11 No.3 Page 46 
A centralized Records Management Program is not new in Arizona. For 
years the State Library, Archives and Public Records Section has been 
advising departments on recordkeeping matters and filming certain 
records to accomplish space savings and retention for historic impor- 
tance. In October of 1975 the program was made complete with the 
acquisition of an adequate Records Center facility. This article outlines 
the development and operation of the State of Arizona’s Records 
Management Program. 


Christian, Richard S. 
Battlefield records retirement 

Oct 1977 Vol.11 No.4 Page 28 
Army Regulations provide instructions for the maintenance of all 
ARMY records. The author outlines the interface of the Army require- 
ments to protect and retrieve records with the actual United States field 
conditions in Thailand. Certain problems in the records system are 
described and lessons pointed out. 


Cosgrove, Charles E. 
Records management operational organization 

Jan 1978 Vol.12 No.1 Page 22 
An organizational chart represents establishment authority while an 
operational chart represents procedural positions. This article describes 
positions and their relationships within a total records management 
system. 


De La Cruz, Melquiades T. 
Records management in the Philippine Government Service 
Jul 1981 Vol.15 No.3 Page 54 
‘Text of a presentation before Information and Records Management 
Conference, Manila, The Philippines. The author focuses on problems 
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which impede the flow of information in government operations—leading 
to management inefficiency. 


Deslongchamps, Denis 
Records management—a live experience in Quebec Hydro Electric 
Commission 

Apr 1973 Vol.7 No.2 Page 15 
A bi-lingual (French-English) report on how a major company in 
Montreal, Canada, established its records management program and the 
benefits it derived from such a program. This article appeared in French 
in Le Bureau and has been transleted into English. 


Evans, Donald F. 
Advanced records management 

Jan 1970 Vol.4 No.1 Page? 
The existence of a records management program within an organization 
does not necessarily mean successful control. Awareness of new devel- 
opments in contrel techniques and their application must also be 
present. What these new developments are and how they can be used are 
discussed by a leading records manager. 


Felson, Karl E. 
Records Management and the New York State Assembly 
Apr 1980 Vol.14 No.2 Page 44 


Field, David D. 
Paper fall out—controlled, The 

Oct 1970 Vol.4 No.4 Page9 
A detailed discussion of the various e’ements of a records management 
program. What they are, how they are applied, and most important, how 
they can improve business operations. 


Gatton, Frank D. 
Local records program, The 

Jan 1973 Vol.7 No.1 Page 12 
One of the most important aspects of records management is the 
relationship between state and local agencies. Several states have 
successfully met this challenge—among them, the State of North 
Carolina. This article traces the development of a workable local records 
program for that state. 


Gordon, Stanley B. 
Los Angeles Story, The-A Case Study in Records Administration 

Jul 1971 Vol.5 No.3 Page9 
This article presents an organized approach to the plauning and 
implementation of a records program for city government. It offers a 
logical concept and valuable legislation and formats. 


Grissom, Mildred D., CRM 
Records Management and the Management of the Organization 

Apr 1979 Vol.13 No.2 Page5d 
This article examines the relationship of records management to 
significant management processes-planning, organizing, controlling, and 
communicating. The various elements of records management are 
considered and defined in terms of their role in meeting management's 
objectives. The author also comments on the impact of various Federal 
Goverrent studies in paperwork. 


Grossman, Sidney 8S. 
Our Paperwork War 
Oct 1972 Vol.6 No.4 Page 22 


Hanes, Eldon C. 
Challenge of change, The 

Apr 1973 Vol.7 No.2 Page5d 
Changes are now transforming the records management function into an 
exciting and challenging profession under the impetus of glamorous new 
technology. The author discusses the effects of this transformation on 
his organization and what others can do in mastering new innovations to 
serve the goals of their own organizations. 


Hegel, Gerald L. 
University-wide records management 

Jul 1969 Vol.3 No.3 Page 21 
This is a brief summary of the development of records management at 
the University of Missouri. It represents another example of how 
institutions of higher learning are coping with paperwork problems. The 
Missouri program is a four-campus one, covering activities of the 
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University in Columbia, Rolla, Kansas City, and St. Louis, and some 
other outlying activities not located at the four campuses. 


Hickey, Jan 

Archives/records management in Alaska 
Apr 1977 Vol.11 No.2 Page 36 

see ARCHIVES MANAGEMENT 


Humason, Theresa O. 
Records Management for a Nuclear Project 
Jan 1980 Vol.14 No.1 Page8 

The management of information and data related to nuclear power 
facilities has created the need for a special expertise on the part of the 
records administrator. Complex documentation and long term require- 
ments present unique problems in the control, storage and retrieval 
systems used. The author presents a case study on how Westinghouse 
Hanford Company approached the subject. 


Kohl, Michael F. 

The use of tape recordings by city governments: current practices and 
their implications 

Apr 1982 Vol. i6 No.2 Page 44 

Ac part of a project funded by the National Historical Publications & 
Records Commission, the City of Milwaukee surveyed current practices 
among cities throughout the United States. The survey found wide- 
spread use of tapes by city officials and administrators that provided an 
accurate and efficient means of documenting their activities. The 
newness of tape documentation has frequently led to informal pro- 
cedures. Tapes are often regarded as permanent records by municipal- 
ities. Cities are not usually aware of the implications of this decision. 


Lambrecht, Kirk N. 
Records Management at Athabasca University and the University of 
Alberta 

Oct 1980 Vol.14 No.4 Page 21 
The exact functions included in a records management program may 
vary between institutions. Records management is usually held to 
include such functions as records retention and disposition, active filing 
systems, forms control and microfilm, among others. A comparison and 
analysis of these functions at two of Alberta’s four universities shows 
that the records university management programs are each a unique 
blend of past development and potential for future growth. 


McLellan, Peter M. 
University of Washington Records Management Program and Its 
Impact on Campus Records, The 

Jul 1972 Vol.6 No.3 Page9 
This article briefly describes the background, present status, impact, and 
future of the composite records management program at the University 
of Washington. It provides an excellent guide for those involved in the 
management of records at institutions of higher learning. 


Mitchell, Thornton W. 
State Records Management Programs: A Status Report 

Apr 1972 Vol.6 No.2 Page9 
A 1971 survey report of records management programs in state govern- 
ments. The author, a records management consultant in the North 
Carolina Department of Administration, presents a valuable commen- 
tary on the findings along with a graphic analysis. 


Moyer, Ruth 
Analysis of the records management function in the private and public 
sectors—implications. . . 

Jul 1978 Vol.12 No.3 Page 33 
Under a study funded by the Rocky Mountain Chapter-ARMA, 
questionnaires were sent to business organizations, governmental divi- 
sions, and educational institutions. The data gleaned from these surveys 
is expected to provide guidance to educational institutions preparing 
students for records management positions in the private and public 
sectors. 


Penn, Ira A., CRM 
Records Management Problem, “The”: Living Records-Dead Manage- 
ment 

Apr 1979 Vol.13 No.2 Page8 
A very valuable critique of short-cut techniques for managing records 
and the misconceptions that have evolved as the result of these 
techniques. The author offers some excellent suggestions as to how one 
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can improve his or her effectiveness in organizing meaningful records 
management programs. 


Rhoads, James B. 
Records management in the Federal Government 

Jul 1977 Vol.11 No.3 Page 48 
Summary of remarks of Dr. Rhoads, Archivist of the United States, at 
the ARMA Spring Seminar, March 30, 1977, State Department Audito- 
rium. Dr. Rhoads discusses the relationship between archivists and 
records managers and answers criticism that records management is a 
secondary consideration to his operation and that it does not get 
adequate visibility in the National Archives and Records Service. 


Rosenkoetter, Ira 
A story of ... thread and . . . records management 

Jul 1977 Vol.11 No.3 Page9 
For nearly 180 years the functions of using forms and records were 
performed, and the need for detailed procedures for managing records 
were developed, until fruition was realized in May 1974, when the 
decision to combine all records management activities under a single 
control in Coats and Clerk’s many faceted operations. This article 
combines records management past and future to weave an interesting 
and informative story. 


Santone, Joseph, CRM 
Records management in the Cleveland Electric Illuminating Company 
Apr 1977 Vol.11 No.2 Page7 

A case study on how a leading utility company organized and imple- 
mented a program of records management. Each element of the program 
is discussed in terms of its objective and the manner in which these 
objectives were met. Promotional materials used in selling the program 
are illustrated. 


Sease, Sandra Amigone 
Records management in law offices 

Oct 1985 Vol.19 No.4 Page3 
Traditionally, records and information has been ignored in most law 
firms. Recent changes in the costs and delivery of legal services 
necessitate more systematic controls and more active involvement in 
automated procedures. Law offices have unique administrative and 
substantive information problems which affect information manage- 
ment structure, file and forms control, record retention and retrieval 
systems and office automation. Malpractice avoidance plans and litiga- 
tion support systems are shown to be key elements in attorney accep- 
tance of a records management program. 


Southard, William P. 
Total Recorded Information Management 

Jan 1968 Vol.2 No.1 Page 10 
A management consultant discusses his concept of information manage- 
ment and the ingredients that make it most useful in the computer- 
oriented, paperless world of the future. 


St. Amour, Susan 
Important Records at the Department of Energy 
Apr 1983. Vol.17 No.2 Page 47 


State of California, Records Management Division 
Woodall, Robert, CRM 
Fifteenth annual progress report on records management, 1975-76 fiscal 
year 

Jan 1978 Vol.12 No.1 Page 42 
One of the outstanding examples of effective records managment in state 
government is the program in operation in the State of California. Each 
year, in compliance with state regulations, a report on the program’s 
accomplishments are submitted to the Governor. The following exerpts 
from the 1975-76 fiscal year report clearly demonstrate the benefits 
obtainable from a well directed program. 


Trudeau, Thomas A. 
Records Managers Victorious in Vietnam 

Jan 1983 Vol.17 No.1 Page 42 
During the Vietnam War, which later expanded to include the entire 
Southeast Asia region, the United States Army attempted to use the 
forces and facilities that it had on hand or in place. In many cases this 
policy of using existing material did not fit the situation. This, unfortu- 
nately, was the situation with regard to records management for the war. 
How this matter was resolved is the subject of this article. 
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Walker, William A. 
United States Army Intelligence and Security Command Records 
Management Program, The 

Jul 1980 Vol.14 No.3 Page 48 
This paper outlines the overall organization, functions and missions of 
the U.S. Army Intelligence and Security Command; describes its 
historical evolution; and, explains its records, total records management 
program, and records centers in a broad sense. 


Warren, Alfred E. 
Records of the U.S. Nuclear Regulatory Commission, The 
Jan 1981 Vol.15 No.1 Page 24 
Includes history of the NRC, mission and organization. Also describes 
records holding, storage and disposition procedures. 


RECORDS MANAGEMENT PROGRAM-CONTROLLING 


Records Preservation Protection Self-Appraisal Check List 

Apr 1979 Vol.13 No.2 Page 53 
This checklist suggests the kind of questions that should be raised to 
audit the effectiveness of records management programs. 


Farr, Anthony P. 
People before paper 

Oct 1974 Vol.8 No.4 Page 26 
The author suggests a new approach to records management—one which 
concentrates on people rather than paper. His case is well documented 
and convincing and offers a refresning concept for today’s records 
administrator as s/he combats the complexities of computer and 
micrographic technology. 


Hogan, Kathryn C. 
Office Management Manuals 

Apr 1980 Vol.14 No.1 Page 32 
The preparation and maintenance of office information and procedure 
manuals are key to internal management communications. Develop- 
ment of five important records management manuals are illustrated and 
discussed here. 


Humphress, Glenn 
User Study of a Large Corporate Collection 
Jul 1980 Vol.14 No.3 Page 27 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Johnston, Bob Thomas N. 

Programmable Calculators: A Powerful Tool for Records Managers 
Jul 1980 Vol.14 No.3 Page 14 

see AUTOMATION 


Kohl, Michael F. 
Managing Municipal Tape Recordings: Recommendations and Pro- 
cedures 

Oct 1983 Vol.17 No.4 Page 32 
The City of Milwaukee Archival Sound Recordings Project developed 
general recommendations about what to do with the thousands of tape 
recordings created by municipal governments, and in particular, the 
City of Milwaukee. This article will discuss the application of general 
appraisal criteria, supply and equipment standards, and program ele- 
ments which can be used as guidelines by local governments throughout 
the United States. 


Martinez, Wilfred J. 
Audit function in records management, The 

Apr 1974 Vol.8 No.2 Page5d 
One of the most effective ways to determine the workability of a records 
management program is to have it audited on a periodic basis. Such an 
audit is best performed by a unit outside the records management 
organization itself. This article examines the use of an internal audit 
function for this purpose. 


Pulfrey, Anne K. 
Calling Records Management 

Jan 1986 Vol.20 No.1 Page 16 
There are times when the simple act of picking up the telephone seems to 
transport the records manager from what was (theorectically) a stable 
office environment to the world of Wonderland. To illustrate this 
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apparent phenomenon, the author presents three one-sided telephone 
conversations which are based on actual experience. 


Santone, Joseph H. 
Mile High File Pile 
Oct 1972 Vol.6 No.4 Page5d 

The establishment of a records management program does not mean a 
“once and for all” approach to paperwork reduction. Concentrated 
programs are needed to assure continuing attention to the weeding out 
of files and the destruction of worthless records. This article details a 
practical approach to promoting such an effort 
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Andrews, Wallace C. 
Creativity—releasing the energy of ideas 

Jul 1970 Vol.4 No.3 Page5 
The ability to recognize creativeness in employees and to encourage its 
development can be of extreme value to management. A specialist in 
human resource development examines some important questions about 
creativity and suggests possible answers. 


ARMA 
ARMA Standards Program-Job Description Guidelines 

Oct 1983 Vol.17 No.4 Page 42 
This publication is intended to serve as a guideline for ARMA members 
and organization in determination of jobs performed in the Records and 
Information Management profession. 


ARMA 
ARMA Standards Program—Job description guidelines 

Jul 1985 Vol.19 No.3 Page 50 
Follow-up to October 1983 RMQ publication of records-related job 
descriptions, this installment focuses on micrographics positions. The 
descriptions are intended to be generic and should only be used as 
guidelines. Also included is a career ladder for these positions. 


ARMA 
Records Personnel Survey 
Jul 1971 Vol.5 No.3 Page 28 
Results of a June 1970 survey made of ARMA members to elicit 
information about records management positions. 


ARMA 
Records Personnel Survey (Part I1)-Job Descriptions 
Oct 1971 Vol.5 No.4 Page 24 
Part II covers the item of the survey which solicited job descriptions 
covering the various positions in records management. 


ARMA 
Records Personnel Survey (Part II) Job Descriptions (continued) 

Jan 1972 Vol.6 No.1 Page 34 
Part II of the ARMA Personnel Surveys continues with its presentation 
of records management job descriptions. Additional administrative 
positions are presented. 


ARMA 
Records Personnel Survey (Part II)-Job Descriptions (continued) 
Apr 1972 Vol.6 No.2 Page 44 


ARMA 
Records Personnel Survey (Part III)-Job Descriptions 
Oct 1972 Vol.6 No.4 Page 26 
This part covers job descriptions for forms and microfilm personnel. 


ARMA Milwaukee Chapter 
Selection and Training of Records Personnel 
Oct 1980 Vol.14 No.4 Page 49 


Carlberg, Scott 
Using Videotape for Records Management Training 

Apr 1984 Vol.18 No.2 Page 30 
This article discusses the approach taken by one organization in meeting 
the communication needs of its records management program. Video- 
tape represents one of the most effective devices for this purpose and the 
case study presented here should be of special interest to all records 
managers. 
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Carson, Marjorie 
Wanted: Participation in task research needed for curriculum develop- 
ment 

Jan 1978 Vol.12 No.1 Page 50 
Training for records duties must reflect current technological require- 
ments both in government and industry. Failure to meet the training 
needs has both immediate as well as far reaching implications as we face 
ever increasing requirements for rapid and accurate acess of informa- 
tion coupled with ever increasing guidelines and laws governing disclo- 
sure of information. 


Christiansen, Barbara A. 
Responsibilities and training of records employees 

Jan 1982 Vol.16 No.1 Page 40 
This is Part II of a special feature representing an analysis of data 
compiled from a survey of 67 selected companies located in 12 selected 
cities throughout the U.S. The data analyzed in Part I included the total 
numbers of employees in the companies surveyed, the numbers of 
employees in the records functions of those companies, the titles of the 
supervisors of the respondents, and the kinds of responsibilities/tasks 
that the respondents perform. 


Christiansen, Barbara A. 
What’s in a name? 

Oct 1981 Vol.15 No.4 Page 54 
This special feature represents an analysis of a portion of the data 
compiled from a survey of 67 selected companies located in 12 selected 
cities throughout the U.S. The data analyzed include the total numbers 
of employees in the in the companies surveyed, the numbers of 
employees in the records functions of those companies, the ‘*itles of the 
supervisors of the respondents, the titles of the respondents, and the 
kinds of responsibilities/tasks that the respondents perform. Further 
analyses are planned by the author. 


Deslongchamps, Denis 
Records management and the “people” 

Jan 1974 Vol.8 No.1 Page 24 
The single most important factor in any systems program is “people.” 
This is particularly true in the operations of a records program. This 
article examines the author’s concept of the levels of management 
involved in the implementation and functioning of such a program and 


what can be done to obtain maximum results from each level. As part of 
a desire to expand the concepts of records management internationally, 
the author also presents this article in French. 


Frain, James F. 
Function of the Records/System Analyst, The 
Jul 1974 Vol.8 No.3 Page5d 

Fact gathering is an essential part of any systems study and requires 
maximum team eiicrt on the part of ail functions and individuals 
involved in such a study. This article explores the relationship between 
the records analyst and the systems analyst in determining the require- 
ments of a system and gathering the needed information for evaluation. 


Gallant, Winifred 
Beyond files freedom and dignity 

Oct 1977 Vol.11 No.4 Page 18 
An interesting examination of some of the traditional attitudes govern- 
ing the management of files and how we might change these to produce, 
not only usable reference materials, but better working relationships 
between the men and women that inhabit today’s office environment. 


Gammie, Gayle 
Records Management Training- Your Company Needs It 

Oct 1972 Vol.6 No.4 Page 18 
A thorough analysis of the benefits to be derived from a well defined and 
implemented records management training program. Various training 
formats are discussed with particular reference to their value to both 
management and the employee. 


Goodman, David G. 
Recruiting, Training, and Retaining Records Personnel 

Jan 1968 Vol.2 No.1 Page 24 
This paper is an adaption of a survey of the Milwaukee Chapter of 
ARMA. It reviews current practices and presents suggested changes in 
the recruitment, training, and retaining of records personnel. 
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Hayes, Kenneth V. 
Are You Too Small for Records Management? 

Jan 1987 Vol.21 No.1 Page 22 
This article examines the developing records management needs of the 
small organization and describes various ways that they can be met. The 
author introduces the concept of “shared expertise,” and explains how 
two or more cooperating organizations can utilize the services of one 
records manager. 


Hogan, Kathryn C. 
Human relations aspect of word processing, The 
Jul 1981 Vol.15 No.3 Page 36 
see AUTOMATION-INTEGRATED TECHNOLOGIES 


Langemo, Mark, CRM 

Motivating toward excellence and productivity 
Apr 1985 Vol.19 No.2 Page 24 

see MANAGEMENT 


Lee, Jo Ann 
Training—RMQ special feature 

Jul 1977 Vol.11 No.3 Page 40 
Summary of findings of a survey entitled “An analysis of the tasks and 
responsibilities related to filing activities performed by clerical workers 
in selected businesses in California in relation to instruction in filing 
skills and knowledges in selected California schools and colleges.” 
Responses to this survey were solicited from Southern California 
businesses, high schools, community and junior colleges. 


Markow, Carol Bliley 
Is management training meeting the needs of individuals today? 
Jan 1974 .Vol.8 No.1 Page 35 
An evaluation of management training programs with particular refer- 
ence to how the individual functions under different training concepts. 


Morgan, Dennis, CSP 
Personnel Selection and Interviewing: Professional and Personal Per- 
spectives 

Jul 1986 Vol.20 No.3 Page 20 
We talk about the evaluation of our profession. We constantly assess 
program demands. And we frequently discuss the profession’s growing 
level of sophistication. But do we spend enough time discussing the 
records professionals themselves and the demands placed on them? And 
do we forget to take time to analyze our own skills? This article provides 
a professional and personal observation of our records management 
programs, our personnel selection criteria, and our individual interview 
skills. 


Muck, Bernadette Pyter 
People management in records management 

Oct 1977 Vol.11 No.4 Page 23 
Records managers manage people as well as records. Skills as supervi- 
sors-people managersare as necessary to the success of records programs 
as are records analysis skills. This article discusses four types of record 
job positions in terms of duties and qualifications, selection, training, 
and performance appraisal. 


Pratt, Henry J. 

Improving Your Interviews 
Oct 1987 Vol. 21 No.4 

see MANAGEMENT 


Remp, Ann M. 
Records managers and records educators as change agents: What can 
training accomplish? 

Ju) 1977 Vol.11 No.3 Page 35 
An educator takes a long range planning view of training and the factors 
that will determine its effectiveness. The concept of change agents is a 
very interesting one. Each is considered in terms of how they will impact 
the records management profession and educational community. 


Russell, Dolores 
Introducing new employees to records management 

Jan 1969 Vol.3 No.1 Page 23 
To assure the continued effectiveness of a company’s records program, 
new employees must be made aware of the objectives and benefits of 
such a program. Here is an orientation lecture that emphasizes more 
than the “tricks of the trade.” 
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Russell, Dolores E., CRM 

Library and records management by objective 
Oct 1977 Vol.11 No.4 Page5d 

see INFORMATION PROFESSIONS 


U.S. Department of Labor 
Directory of Occupational Titles 
Apr 1979 Vol.13 No.1 Page 36 


Wallace, Patricia E. 
Career-ladder positions and task performance as viewed by records 
management professionals 

Oct 1981 Vol.15 No.4 Page 44 
This article highlights the findings of a major research study which 
surveyed ARMA members throughout the U.S. and Canada. The study 
focused on career-ladder positions and task performance at various 
employment levels of records management. The findings were interpret- 
ed by job category to vield information concerning entrylevel, interme- 
diate, and advanced job positions in the records management profession. 
The findings should be of particular interest to those charged with 
training and hiring records management personnel. 


Witt, Patricia A. 

Role of secretaries in records management, The 
Jan 1978 Vol.12 No.1 Page 40 

see INFORMATION PROFESSIONS 
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Diaz, Ricardo V. 
International Monetary Fund’s Records Program, The 

Oct 1980 Vol.14 No.4 Page 42 
This paper deals with the International Monetary Fund’s records 
program. The scope of the paper comprises the range of activities 
displayed to control and direct the program, and its objective is the 
presentation of those activities. 


Loynes, Lloyd W. 
Management of Recorded Information, The: Implementation of the 
Program 

Jul 1972 Vol.6 No.3 Page 30 


MacDonald, R. Malcolm 
Cooperation in Local Government: The Rome/Floyd Records Program 
Oct 1986 Vol.20 No.4 Page 12 

Current trends toward consolidation of various government services 
have generally saved tax doilars, improved government efficiency, and 
reduced needless duplication of services. Records management programs 
are among those ventures especially suited to consolidation, as shown by 
the Rome/Floyd Records Program. The concerns which led to the 
establishment of this program are universal, and are presented to 
promote interest in implementation of similar cooperative records 
management programs. 


McLellan, Peter M., CRM 
Gustin, Anton C. 
Records Development Through Organization Development 

Jan 1979 Vol.13 No.1 Page5d 
This feature condenses a two-year project of the Seattle Police Depart- 
ment that was funded in part by a one-year Law Enforcement Assis- 
tance Administration Grant. The experience these two authors present 
should encourage other police administrators to embark on equally 
carefully planned, limited excursions into professionally guided organi- 
zation development projects. 


McMurtry, David C. 
Modern records office concept for all workers 

Apr 1973 Vol.7 No.2 Pages 
What is your concept of the records office? This article considers the 
question and offers as an answer a schematic model used in teaching 
office and records management at the University of Kentucky. 


Mims, Julian L., CRM 
Politics of Records Management, The: Your Professional Candidacy 
and Steps Toward. . .Success 
Oct 1986 Vol.20 No.4 Page 30 
The fundamental contention of this article is that records manager must 
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be more image/objective/success oriented. They must be humanists as 
well as technicians. The fine cutting edge of any records management 
program is its contact with those it serves. This person-to-person 
interface—the politics of records management—is a key to success as a 
professional. 


Palmer, Alfred L. 
Organizing for Management Information Systems 

Oct 1971 Vol.5 No.4 Page ll 
An interesting insight into the organizational concepts of systems and 
data processing, particularly when directed toward achieving a mean- 
ingful management information system. 


Porat, Shlomo 

Missing link of records management, The: The organization of records 
at workstations 

Jul 1974 Vol.8 No.3 Page 30 

An outstanding feature of the dynamic office is the overburdened desk, 
covered with miscellaneous and assorted records and other printed 
materials. Poorly planned and organized workstations undermine the 
work of individuals and may sabotage overall office efficiency as well. 
This article presents a plan of action for organizing this most critical 
office location. 


Rice, Robert D. 
Optimum Records Management Program, An 
Oct 1975 Vol.9 No.4 Page 36 
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Benedon, William 
Taming a $225 Million Paper Tiger 

Jul 1968 Vol.2 No.3 Page 15 
In 1967 Governor Reagan of the State of California established a 
Governor's Committee on Efficiency and Cost Control. This is a report 
of the industry task force that reviewed the State’s records management 
activities. 


Bennick, Ann, CRM 
Filing and Records Management for the Small Business: An Overview 
Jul 1983 Vol.17 No.3 Page i4 

The purpose of this paper is twofold: first, to convince the individual 
responsible for the operation of a small business or organization of the 
need for sound records and information management practices. Second- 
ly, its purpose is to present, in non-technical language, some basic 
records management oractices and procedures that can easily be 
implemented in a smali business or organization. 


Blount, Gail L. 

If records management is such a neat idea, why is it so tough to sell? 
Oct 1985 Vol.19 No.4 Page 12 

Records management ... sound, beneficial, cost effective! Yet most 

managers are not seeking it out and many don’t even know it exists. 

With this “pull no punches” article, the author examines the “whys” of 

the problem and gives step-by-step guidance to help with the solution. 


Blount, Gail 
Two Steps Not to Be Overlooked When Organizing Your Records 
Management Program 
Oct 1984 Vol.18 No.4 Page17 
When developing a records management program there are two impor- 


__ tant elements that will validate it and help it function more effectively — 


a Kecords Management Charter and a Records Management Advisory 
Committee. This article provides a blueprint for developing both the 
charter and committee responsibility documents. 


Bower, Lynda Wagner 
State of Texas Department of Public Welfare 
Jul 1976 Vol.10 No.4 Page 38 


Braswell, Ronald C. 
An organizational model for an information planning/decision system 
for colleges & universities 
Apr 1978 Vol.12 No.2 Page 10 
see INFORMATION RETRIEVAL SYSTEMS 





Brekka, Thomas 
Rockwell, W.F. Jr. 
Executive viewpoint of records management, The 

Oct 1969 Vol.3 No.4 Page5d 
Three leading business executives express their viewpoints on records 
management. Their comments on the importance of records to cor- 
porate management, the current and future impact of records programs, 
and the legal considerations of records management, represent a mean- 
ingful endorsement of such programs for industry, business and govern- 
ment. 


Carlisle, Diane, CRM 
Gaining Credibility 

Jan 1987 Vol.21 No.1 Page 29 
Records managers face certain common problems and difficulties 
regardless of industry. This article identifies some of the problems 
related to dealing with management and gaining credibility. Emphasis is 
placed on communication and professional development, and sugges- 
tions are made which can be used to address the problems identified. 


Clark, Lincoln E., CRM 
ABC DE'’s of cost effective records management, The 

Oct 1978 Vol.12 No.4 Page 14 
Records Management is a field of endeavor that is abound with doing, 
you run “ast to stand still, problems arise daily, the tempo is growing and 
indications are that the future will present challenges to all records 
managers in the high volumes of records, not forseen in the past. Records 
managers or persons designated to manage this predicted volume and 
mass of information must reflect not and assure a firm foundation to 
build on, or from which they can stand on in the future. “Complacency 
and living in the past is not for the records managers of the future.” 


Clark, Lincoln E., CRM 
Case for Records Management, The 

Jul 1979 Vol.13 No.3 Page 14 
Records management has its “day in court” as the learned records 
manager presents his case justifying the position of records management 
in regulating the information flow in business, industry and government. 
The case is heard, a decision is rendered, and the court offers some 
meaningful advice to records managers for achieving program success. 


Cox, R. Linton Jr. 
Stewart, Jerry M. 
State viewpoint, The: Georgia and South Carolina 

Oct 1973 Vol.7 No.4 Page7 
Two practitioners in state records administration discuss the approaches 
taken by their respective states in selling and implementing records 
management programs. Of particular interest are the techniques used in 
a state college environment on a state-wide basis. 


Culton, John D., CRM 
liow to select an effective consultant 

Oct 1985 Vol.19 No.4 Page 20 
Identification of the advantages and disadvantages of using a records 
management consultant. The first step is to write out goals and 
objectives to see if outside assistance is appropriate. Included in this 
article is a detailed discussion about what to expect from a consultant, 
cost, and how to interview and select the most effective consultant for 
your organization. 


Erskine, Tim A. 
Corporate wisdom and the records manager 

Apr 1978 Vol.12 No.2 Page5 
Records and information systems, why the bother? This article attempts 
to explain the importance of a total inf- mation system concept, how it 
affects the level of wisdom in the orgz..ization and considerations for 
establishing a comprehensive records and information system program. 


Fenn, Margaret 
How to Sell a Program 

Jan 1967 Vol.1 No.1 Page9 
Records management should be viewed as a service badly needed by 
most concerns but often neglected. This article suggests ways that 
anyone interested in an improved records management program might 
attempt to sell that program in his organization. 


Gray, William J..CRM 
Hiring an Information and Records Management Consultant 

Oct 1980 Vol.14 No.4 Page 15 
This article may well be titled “What Every Good Records Manager 
Should Know about Hiring an Information and Records Management 
Consultant and Didn’t Know Who to Ask.” It presents a valuable 
examination of the factors that must be considered in determining 
whether or not a consultant should be used, how to select a consultant 
(and there are many different types), fee structures, and evaluating 
results. 


Gureasko, H. Russell, CRM 
Records management professional—out of the file room into the execu- 
tive suite, The 
Oct 1978 Vol.12 No.4 Pagell 
see INFORMATION PROFESSIONS 


Gustin, A.C. 
Lopez, Pauline 
Police records management 

Oct 1982 Vol.16 No.4 Page 40 
The needs and cost of information are constantly increasing. The 
information necessary to planning, budgeting and the prosecution of 
criminals is expanding in both volume and complexity. Poorly framed 
information requests are wasteful of an organization’s resources. A 
carefully thought out information system is essential to the achievement 
of objectives. This article addresses a strategy for the examination and 
improvement of organizational records. 


Harding, Bruce C. 
Paperwork: A Twentieth Century Dilemma 

Jul 1967 Vol.1 No.3 Page 19 
The modern archivist includes records management as part of his overall 
program responsibilities. The role of the archivist and the manner in 
which he utilizes today’s records management techniques are reviewed 
by a university archivist. 


Hutchens, Philip H. 
Information management and the decisionmaker 

Apr 1981 Vol.15 No.2 Page5d 
This article addresses the impact of information management on 
decisionmakers and productivity and the casues of increased informa- 
tion and information costs. Valuable guidelines are provided for records 
administrators in the form of ten points which can be used to control and 
manage information more effectively. 


Iker, Eugene E. 
Selling records management: A practical approach 

Oct 1973 Vol.7 No.4 Page5d 
Convincing management of the need for a records program and obtain- 
ing their continuing support for such an effort are two of the most 
essential elemens of a system for the proper management of business 
records. 


Kane, Gerald, CRM 
Techniques for conducting records management surveys 

Jul 1978 Vol.12 No.3 Page8 
The key to the effective implementation of a records management 
program is the records survey. This article presents an extremely 
valuable analysis of records management survgy techniques as well as 


meaningful suggestions on the “do’s” and “don’ts” of undertaking such 
an effort. 


Keegan, Allen N. 
Selling with facts 

Oct 1974 Vol.8 No.4 Page5d 
The manner in which a records progrcem is presented to management can 
have a significant bearing on its acceptance or rejection. This article 
emphasizes the need for accurate facts, properly reported and publicized 
and includes some vcluable suggestions for visual aids. 


Jenkins, O. Crawford 
Principles of Effective Records Management 

Apr 1971 Vol.5 No.2 Page9 
Maximum benefits from a records program can best be achieved if all 
information processing activities are integrated into a single control. 
This article reviews some of these activities and presents a working 
example of such an approach. 
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‘Ting, Monroe M. 
County Government 
Apr 1976 Vol.10 No.2 Page 38 
Establishing county records management programs. 


Lee, Jack E. 
Commercial Service-Tomorrow’s Expert Today. . . The Consultant 
Jan 1972 Vol.6 No.1 Page 40 


Lovett, Tom 
Mind your own business 

Jul 1977 Vol.11 No.3 Page 29 
An examination of the problems confronting the Australians in the areas 
of paperwork management and how these problems can and should be 
approached. The author, a leading management consultant, offers some 
practical suggestions that will prove useful to records practitioners 
anywhere. 


Lovett, Tom 
Paperwork-An International Problem 

Oct 1968 Vol.2 No.4 Page5d 
The problems of paperwork confronting business, industry, and govern- 
ment are not restricted to any one nation. This article by a leading 
Australian consultant emphasizes the international nature of records 
management. 


Loynes, Lloyd W. 
Management of Recorded Information, The: Philosophy 
Jan 1972 Vol.6 No.1 Page 32 


Loynes, Lloyd W. : 
Management of Recorded Information, The: Planning and Organizing 
Apr 1972 Vol.6 No.2 Page 36 


Morddel, Anne 
New Government Records Management Programme, A 
Oct 1986 Vol.20 No.4 Page 40 


McLellan, Peter M., CRM 
Creating Management Awareness for a Records Management Profes- 
sion 

Jul 1976 Vol.10 No.3 Page 10 
One of the questions most frequently raised by individuals initiating a 
records management program is, “How do I sell management on the 
idea?” This article presents a practical response to the question by 
outlining, not only what is needed to keep management aware of records 
management, but what is needed by the records manager to keep him 
professionally alert. 


Morgan, Dennis 
Uniformity Through Flexibility: A Key to an Effective Records Pro- 
gram 

Jul 1983 Vol.17 No.3 Page 10 
The author discusses the criteria that is needed during the planning and 
implementation phases of an effective records program. The key to his 
formula is “flexibility,” and he provides a step by step approach to 
meeting program requirements. 


Rice, Robert D. 
Paperwork systems—Part I: Reduce the generation of papers to manage 
Jul 1974 Vol.8 No.3 Page 36 

Records managers must get involved in more than records retention to 
meet the challenges of today to provide management with the means of 
reducing operating costs while still providing a viable dynamic service 
that users demand. This article is the first of a series on how records 
managers may get “totally” involved in all phases of a complete records 
management program. 


Rice, Robert D. 
Paperwork systems—Part II: The executive offices paper flow 

Oct 1974 Vol.8 No.4 Page 36 
Why make a study of the flow of paper of the Executive Offices? The top 
management probably would not agree to any changes! That is the 
impression most records managers have entertained or ignored how such 
an innocent appearing study may lead into a comprehensive records 
management system. The author discusses the paperflow study make in 
the Los Angeles City Department of Recreation and Parks, and the 
benefits derived from the results of this study. 


Richman, Leo 
Practical Records Management 
Apr 1971 Vol.5 No.2 Page 37 


Richman, Leo 
Practical records management, Part IX: Conclusion 

Apr 1973 Vol.7 No.2 Page 34 
The author concludes this series by offering his opinions on the successes 
and failures of records management. In particular, the author is pleased 
by the proliferation of publications on the subject and the number of 
college courses. On the other hand, he is disappointed with the continu- 
ing inability of records managers to sell their programs to management. 
Perhaps there is a need for better salemenship, a talent which cannot be 
taught in college, and more practical, hands-on records management 
experience. 


Rosenberg, Norma V. 
Getting Good Mileage Out of Records Management Consultants 

Oct 1986 Vol.20 No.4 Page 16 
Smart management of records management consultants benefits both 
the client and the consultant. Smart management means knowing what 
things the client can do best and what things the consultant can do best. 
In any project, there are many tasks that the client could and should do, 
under the consultant’s guidance, in order to keep consulting costs down 
and, more importantly, help the client strengthen his own records 
management program. 


Ross, Donald G.E. 

Record keeping system in a major health care facility, The 
Oct 1982 Vol.16 No.4 Page 12 

see ACTIVE RECORDS MANAGEMENT-OPERATIONS 


Sanfelippo, Nancy A. 
McLarnon, Charies P. 
Obtaining maximum benefits from records management 

Jul 1970 Vol.4 No.3 Page9 
A clear understanding of records management is essential to its success- 
ful implementation. This article describes and explains the various 
aspects of records management and how they combine to produce the 
best results. 


Schiell, Charles, CRM 
Records management—what? 

Oct 1982 Vol.16 No.4 Page8& 
We, Records Managers, are performing in hazardous times-a new era 
where the stakes are higher, and “Surprise” is the by-word. The quest for 
immediacy of information obviously requires us to have quicker reaction 
times and to take bigger risks. We are engaged in an age where Records 
Managers with their well-managed Records Management Systems can 
make the difference between success or failure. 


Simpson, Donald F. 
Don’ts of a Good Records Management Program, The 

Jan 1975 Vol.9 No.1 Page 20 
Usually when the subject of selling records management is discussed, 
comments are primarily based on what to do. This article offers a what 
not to do approach and the don’ts are of considerable value whether you 
are starting a program or managing an existing one. 


Sulentic, Emil 
Way Toward Effective Records Management, A 

Oct 1968 Vol.2 No.4 Page 21 
Business activities today are aided greatly by paper mechanization, high 
speed duplication, and special recording techniques. A case study from 
Mutual and United of Omaha demonstrates how an effective records 
program can assure the proper utilization of these tools. 


Wagner, Lynda M. 
State of Idaho Records Management Act 
Apr 1976 Vol.10 No.2 Page 37 


Weise, Carl E., CRM, CSP 

Records Management: The Management Science Too Long Ignored 
Apr 1986 Vol.20 No.2 Page 30 

Very few records management programs have been truly effective in 

controlling their organization’s information resources. One reason for 

this is that records management has not been perceived as a manage- 

ment science comparable to the finance and personnel functions of an 
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organization. This article delves into why information is so important 
and, yet, why its control is not considered to be of much value. The three 
categories of activities of a management science, executive level, special- 
ized expert, and administrative management, are described in detail. 


Weise, Carl E., CRM, CSP 
Selling Records Management-Do You Know Your Product? 

Jul 1987 Vol.21 No.3 Page 18 
This article presents the elements that are necessary to successfully sell 
records management to senior managers and others within organiza- 
tions. An extensive examination of records management, as a fun- 
damental responsibility of each individual and as a basic management 
support function, is included. 


Wolchak, William H. 
Conducting a Systems Analysis 

Jul 1986 Vol.20 No.3 Page 16 
The records manager should not be simply a file clerk or an individual 
who inventories an organization’s records, but should plan an important 
part in the information management process. The first step to effective 
and efficient information management is conducting a complete systems 
analysis. Moreover, communicating the results of the analysis is as 
important as the study itself. 


Wolf, Morris Philip 

Reports control: Semantic approaches and behavioral implications 
Jan 1974 Vol.8 No.1 Page 32 

see REPORTS MANAGEMENT 


Wright, Joseph L. 
Be a dream merchant 

Jul 1973 Vol.7 No.3 Page5d 
Being a successful records manager does not depend solely upon years of 
experience or text book knowledge. It requires the ability to come up 
with new and challenging ideas. Ideas that may involve possible risk, but 
if pursued with conviction, can produce valuable benefits for one’s 
management. 


RECORDS SURVEY 


see 
RETENTION SCHEDULES 
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Austin, Robert B. 

Computerized technical document index system 
Oct 1974 Vol.8 No.4 Page9 

see INFORMATION RETRIEVAL SYSTEMS 


Blount, Gail 
Establishing a Reports Management Program 

Oct 1980 Vol.14 No.4 Page 39 
The idea of controlling or managing a company’s reports, both in 
computer-generated format and in manual format, is one of the most 
innovative and progressive concepts in the realm of information man- 
agement today. Most modern organizations enjoy a records manage- 
ment program of one sort or another, and many have implemented forms 
management programs in an effort to control the growth of company 
forms; but to date, only a progressive few recognize the value of an active 
reports management program especially in conjunction with existing 
records and forms management programs. 


Field, David D. 
Reports Control-No Longer an Enigma 

Jul 1968 Vol.2 No.3 Page 25 
One of the most fertile areas for cost savings in records management 
today is that of reports control. A case study is presented on how one 
company has successfully managed its manually prepared reports. 
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Hayes, Kenneth V. 
Creating a Reports Catalog or Inventory 

Jan 1983 Vol.17 No.1 Page 21 
The second in a series of six articles covering the installation and 
management of a reports program. This part covers the steps involved in 
establishing a Reports Catalog or Inventory. 


Hayes, Kenneth V. 

Developing a Standard Practice or Procedure on a Reports Program 
Apr 1984 Vol.18 No.2 Page 44 

The seventh in a series of articles covering the installation and manage- 

ment of a reports program and the management of information. 


Hayes, Kenneth V. 
Documenting the Results from a Reports Improvement Program 
Jan 1984 Vol.18 No.1 Page 38 
The sixth in a series of articles covering the installation and manage- 
ment of a reports program and the management of information. 


Hayes, Kenneth V. 
Improvement of Reports and Implications for Information Manage- 
ment 

Jul 1984 Vol.18 No.3 Page 54 
This is the eighth and final article in the series on reports management, 
and deals with the complex problem of reports analysis and systems 
planning in the information management environment. 


Hayes, Kenneth V. 
Organizing a reports program in a large company 

Oct 1982 Vol.16 No.4 Page 20 
The first in a series of six articles covering the installation and 
management of a reports program. Part I evaluates the need for such a 
program and the steps taken in developing the proper organizational 
structure and identifying responsibilities. Subsequent articles will cover 
Creating a Reports Catalog or Inventory; Procedures for Analyzing 
Reports; Documenting the Results from a Reports Program; Develop- 
ing a Standard Practice or Procedure on a Reports Program; and 
Improvement of Reports and Implications for Information Manage- 
ment. 


Hayes, Kenneth V. 

Procedures for Analyzing Reports Part I-The Quantitative Approach 
Jul 1983 Vol.17 No.3 Page 42 

The fourth in a series of articles covering the installation and manage- 

ment of a reports program and the management of information. 


Hayes, Kenneth V. 

Procedures for Analyzing Reports Part IIl-The Qualitative Approach 
Oct 1983 Vol.17 No.4 Page 24 

The fifth in a series of articles covering the installation and management 

of a reports program and the management of information. This is the 

second part of a two-part feature on analyzing reports. 


Hayes, Kenneth V. 
Staffing a Reports Improvement Program 
Apr 1983 Vol.17 No.2 Page 33 
The third in a series of articles covering the installation and manage- 
ment of a reports program and the management of information. 


Madden, Margaret E. 
EDP system for indexing and retrieving technical reports, An 

Oct 1970 Vol.4 No.4 Page 23 
A case study of how a major organization, Monsanto Company, 
manages its vast collection of technical data through the use of an 
electronic data processing system which assures accurate and timely 
retrieval of needed information. 


Nicol, Patricia Ann 
Empty Communications Is All Write 

Jan 1967 Vol.1 No.1 Page 24 
“Next to doing things that deserve to be written, nothing gets a man 
more credit, or gives him more pleasure than to write things that deserve 
to be read.” Lord Chesterfield 





Reussow, August F. 
Sound reports program, A 

Oct 1974 Vol.8 No.4 Page 20 
One of the most productive cost savers in a records management 
program is reports control. The U.S. Department of Housing and Urban 
Development developed a reports control program that serves as an 
excellent case study of what can be achieved through such an effort. The 
planning behind a program of this kind and the cost factors that make it 
worthwhile are clearly presented in this article. 


Rice, Robert D. 
Grab the Reports Tiger by the Tail 
Apr 1975 Vol.9 No.2 Page 38 


Richman, Leo 
Reports Control 
Apr 1972 Vol.6 No.2 Page 28 


Schiell, Chuck, CRM 
Reports control and evaluation 

Jul 1978 Vol.12 No.3 Page 24 
One of the most effective cost control techniques in records management 
is the organized regulation of reports generation and distribution. The 
development of a reports control program and guidelines for its contin- 
ued maintenance are covered by this article. Criteria for proper reports 
analysis are explained through the presentation of reporting forms and 
registers. 


Wolf, Morris Philip 
Reports control: Semantic approaches and behavioral implications 
Jan 1974 Vol.8 No.1 Page 32 
The analysis, classification, inventory, and montoring of business re- 
ports are among the essential responsibilities of the records manager. 
The author, whose specialty is business communications, presents an 
approach to the subject which can be valuable to those operating or 
planning a reports control activity. Application of semantic concepts for 
justifying reports management programs, especially reports control is 
recommended and an adaptable ten-step communication procedure 
described. 
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Marking, B. Thomas 
Copy Management: An Emerging Program 

Jan 1980 Vol.14 No.1 Page 20 
In spite of the so-called advent of the “Paperless Society,” the prolifera- 
tion of unnecessary copies of records continues to be one of the major 
barriers to the successful management of information. The vast array of 
copiers and duplicators have been both assets and detriments to effective 
communications. This article offers valuable suggestions for a needed 
discipline-copy management. 


Redmond, Robert M. 
Considerations in a Copying Study 

Jan 1976 Vol.10 No.1 Page 16 
One of the main concerns of records managers today is the proliferation 
of paperwork caused by unauthorized and uncontrolled copying. This 
article offers some suggestions for the better management of office 
copying equipment supported by factual cost savings and general work 
improvement. 


Rice, Robert D. 

Paperwork systems—Part I: Reduce the generation of papers to manage 
Jul 1974 Vol.8 No.3 Page 36 

see RECORDS MANAGEMENT PROGRAMS-PLANNING 


Sa. ‘ers, Robert L. 
Two Suggestions for Coping with the Paperwork Explosion 

Jan 1987 Vol.21 No.1 Page3 
“Paperwork explosion” is not just a term; it is an ongoing, continuous 
event. In this article, the author looks at the causes of the paperwork 
explosion and makes some suggestions for reducing the size of the blast. 


RETENTION SCHEDULES 


Fuller testifies on H.R. 316 
Jan 1982 Vol.16 No.1 Page 34 
see LEGAL AND ETHICAL RESPONSIBILITIES 


International records retention study 

Jul 1978 Vol.12 No.3 Page 52 
The International Records Management Federation conducted a survey 
of international records retention practices as a first step toward 
worid-wide standards for records retention. 


Major change in IRS records disposition policy 

Jan 1982 Vol.16 No.1 Page 35 
IRS and NARS agree to a 75-year retention schedule for U.S. corporate 
tax records, which had been, until now, lield in perpetuity. 


Scheduling for government contractor records: results of an industry- 
government effort 
Jul 1969 Vol.3 No.3 Page 3l 

One of the principal approaches to solving statuatory and regulatory 
long term retention requirements is joint industry/government atten- 
tion and teamwork. A very significant result of such efforts is the 
recently revised Armed Services Procurement Regulations. The original 
regulations called for retention of contract-related records for three 
years after final payment of the contract. To resoive problems arising 
from the necessity of purging such records from a bulk filing system, a 
“destruction from date of birth” schedule was developed. 


Washington regulatory alert—reminder: Rules require employers to 
preserve personnel records 
Jul 1978 Vol.12 No.3 Page 15 

Employers should not be too quick to discard the personnel records of 
job applicants and employees. For one thing, such records usually figure 
prominently in a job discrimination action. For another, the Equal 
Employment Opportunity Commission requires companies to preserve 
employment records for a short period of time. This article reviews these 
requirements. 


Andreassen, John 
Records Retirement: Retention, Scheduling and Storage 

Jul 1972 Vol.6 No.3 Page 21 
A review of the basic concepts of records management with specific 
reference to the records program at the Canadian National Railway 
System. 


Andrews, Roselyn 
How Long Must We Retain Closed Claim Files? 
Apr 1979 Vol.13 No.2 Page 51 


ARMA, Milwaukee Chapter 
Goodman, David 
Record retention schedule survey 

Jan 1978 Vol.12 No.1 Page 36 
This survey was developed by the Research Committee of the Milwau- 
kee Chapter, ARMA, chaired by Dr. David Goodman, University of 
Wisconsin. A detailed examination was made of government and private 
organizations in the Milwaukee area to determine their involevment 
with retention schedules. The results offer some very valuable insights 
into the establishment and use of this important records management 
control device. 


Austin, Robert B., CRM 
10,000,000 reasons for records management 
Jul 1985 Vol.19 No.3 Page3 
see RECORDS MANAGEMENT PROGRAM 


Austin, Robert B., CRM 
Payroll-Personnel Records 
Jul 1976 Vol.10 No.3 Page15 
see ACTIVE RECORDS MANAGEMENT-PLANNING 


Bell, Don H. 
Special Committee on Records Retention-Status Report 
Oct 1979 Vol.13 No.4 Page 36 
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Benedon, William 

Automated Scheduling/Records Center Operations 
Apr 1980 Vol.14 No.2 Page18 

see AUTOMATION 


Bennick, Ann, CRM 

Filing and Records Management for the Small Business: An Overview 
Jul 1983 Vol.17 No.3 Page 14 

see RECORDS MANAGEMENT PROGRAM-PLANNING 


Bogusiewicz, Henry E. 
Stadfeld, Donald J. 
1.R.S. Looks at Machine Sensible Records 

Apr 1972 Vol.6 No.2 Page 24 
An awareness, understanding, and compliance with Internal Revenue 
Service regulations is essential to the proper development and mainte- 
nance of records retention schedules. Staff representatives from the 
Service offer their interpretations of these regulations. 


Bond, Gary D. 
Importance of Preliminary Inventories as a Secondary Reference 
Mechanism, The 

Jul 1979 Vol.13 No.3 Page 43 


Bower, Lynda Wagner 
State of South Dakota 
Jul 1976 Vol.10 No.4 Page 38 


Coker, Kathy Roe 
Records appraisal: practice and procedure 
Oct 1985 Vol.19 No.4 Page 48 

Our information-charged society forces the archivist and the records 
manager to adjudge both the current use of records and their permanent 
or archival value. This article explains how these decisions can be 
reached and how records managers and archivists can cooperate in 
analysis needed for those judgments, by examining the records appriasal 
procedures of the South Carolina Department of Archives and History. 


Crary, Jean K. 
So-You Want to Do an Inventory! 

Jul 1983 Vol.17 No.3 Page 25 
Practical guides are always useful. The author provides a meaningful 
examination of the records inventory process, basing her presentation on 
personal involvement and not “theory.” The inventory process is 
discussed and formats offered for application. 


Crary, Jean K. 
Teeth of the program—the records audit, The 

Jul 1985 Vol.19 No.3 Page 12 
There seems to be general agreement throughout the records manage- 
ment profession that auditing is necessary. There does not, however, 
seem to be general agreement on how to do it. Based on her experiences 
at the University of Delaware, the author examines why auditing is 
necessary, some of the benefits to be gained from the audit process, and 
suggestions on how to do a records audit. 


Dickinson, A. Litchard, CRM 
Retention Schedules-Valuable to Business, But Why Are So Many 
Ineffective? 

Oct 1984 Vol.18 No.4 Page 28 
It is a truism that retention schedules are basic to the effectiveness of a 
records management program. Yet many organizations either have no 
schedules or are using old schedules that have not changed with the 
times. This article explores the retention schedule problem and offers 
solutions for improving the situation. 


Dockens, Clarence A. 
Records Inventory and Scheduling 

Apr 1968 Vol.2 No.2 Page 21 
The Philadelphia Story in records management is a prime example of 
how good legislation, departmental support, and capable staff can solve 
a city’s records management problems. 


Ellis, Micki 
Problems of police records, The 
Oct 1981 Vol.15 No.4 Page 39 
One of the major problems in the development of municipal government 
records retention is the matter of police records. This article covers the 
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various aspects of such records analysis and the myriad of laws and 
regulations that govern their scheduling. An excellent overview for 
records administrators involve.’ with local government records pro- 
grams. 


Fujita, Harry N. 

Case Study, A: Retention Scheduling at the University of Washington 
Oct 1968 Vol.2 No.4 Page 25 

The Records Officer for one of our leading institutions of higher learning 

presents a case study in the development of retention schedules which 

serves as a guide for similar educational organizations. 


Gover, Roy L. 
Development of a Decision Model for the Retention of Records 
Pertinent to Product Liability Defense 

Oct 1975 Vol.9 No.4 Page 20 
This is Part II of an article examining the various aspects of the product 
liability law and the role records management must play in meeting its 
requirements. It discusses the costs of maintaining such records and the 
development of a decision model for retaining the required documenta- 
tion. 


Gover, Roy L. 
Development of a Decision Model for the Retention of Records 
Pertinent to Product Liability Defense 

Jul 1975 Vol.9 No.3 Page 20 
The retention of product liability related records is critical to a proper 
defense in the event of a lawsuit brought against a company because of 
the malfunction of its product. This article examines the various aspects 
of the product liability law and the role records management must play 
in meeting its requirements. A decision model is developed and demon- 
strated that has application to other areas of records retention. The 
article is presented in two parts. 


Gross, John W. 
Inventorying and scheduling records 

Apr 1973 Vol.7 No.2 Page 28 
An inventory of records, in the opinion of many records practitioners, is 
essential to the proper evaluation of records for retention purposes. 
Others maintain that it is needless and time consuming. This article 
offers strong support of the former position by detailing the information 
and research benefits to be gained from such an inventory. 


Hayes, Kenneth V. 
Using a microcomputer for retention schedule maintenance 

Apr 1985 Vol.19 No.2 Page 20 
This article explaine how to use simple, readily available microcomputer 
programs to maintain a records retention schedule at low program cost 
and without complex techniques. The concepts described will work on 
any microcomputer with 64,000 characters or more of memory. 


Hyttenrauch, D. A. 
New Challenge for Canadian Records Managers, The 

Oct 1983 Vol.17 No.4 Page 20 
A review of the status of records legislation in Canada and the problems 
confronting Canadian records managers in resolving retention require- 
ments. 


ICRM 
Survey of Records and Information Retention and Disposal Practices 
Oct 1983 Vol.17 No.4 Page 55 

In 1982, the Institute of Certified Records Managers formed the Council 
for Advanced Studies (CAS) in order to undertake a number of projects 
to produce insight into the changing environment of records and 
information management. This report is the result of the first of these 
projects which was used as a broad approach to gather information to 
determine the current general! practices of organization and measure- 
ment for records retention, as well as auditing and review principles as 
practiced in today’s industry /business, universities, and government. 


Lagerstrom, Gordon W. 
Retention program for insurance records, A 

Jul 1970 Vol.4 No.3 Page 19 
Records retention for an insurance company poses unique problems. 
Organizing such a program and providing for its continuing maintenance 
in a computer-oriented environment are detailed in this article. 





Mansbach, Alfred F. 
Records retention—keep the user in mind 

Oct 1974 Vol.8 No.4 Page 16 
The best records program is one which keeps abreast of changes and 
revises procedures frequently to assure continued understanding and 
application of retention schedules. This means the occasional “new 


the case of schedules and manuais, as discussed in this article. 


Mansbach, Alfred F. 
Why? The one key word for efficient records management 

Jan 1978 Vol.12 No.1 Page 21 
The response and resolution to the response to this key word is possibly 
the most important, vital measure of effectiveness and efficiency of a 
records management program. Why must an item be retained? Why for 
the time period requested? Why and how is it different, and therefore 
needed, from existing items already being retained. It is necessary to ask 
this question; for records managers to act as catalysts to nullify the 
“rat-pack”, “play-it-safe”, “retain everything” mentality in developing 
meaningful retention periods for corporate records. 


Morddel, Anne 
Combat Manual for Performing a Records Inventory 
Oct 1983 Vol.17 No.4 Page 16 

We all know that a records inventory is a necessary beginning to any 
effective records management program, and that the advantages of an 
inventory include obtaining knowledge of the company’s records, record 
keeping practices, and much of its history. Additionally, there is the 
voyeuristic pleasure of discovering the skeletons in the company’s closet. 


Morgan, Dennis F 
Millican, Dennis D. 
Electronic Media Retention Schedule Program, The: Selling It to 
Management 

Oct 1984 Vol.18 No.4 Page 34 
This is the second article on retention scheduling of information in 
electronic form. This article addresses the important task of presenting 
and selling the electronic media retention schedule program to executive 
management. 


Morgan, Dennis F. 
Millican, Dennis D. 
Records Manager’s Blueprint for the ... 
Information in Electronic Form 

Jul 1984 Vol.18 No.3 Page 43 
Corporate, legal and regulatory requirements for the retention of 
information maintained in electronic form is a central issue of recore's 
management in the 1980’s. Typically, records inventory processes 
overlook magnetic media, and retention schedules do not provide 
guidance for the retention of information in other than hardcopy or 
microform. While this issue is too complex to be treated in a single 
article, certain aspects can be addressed. This article provides a blue- 
print for the inventory and retention scheduling of electronic media in 
the mainframe computer environment. 
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Morgan, Dennis F. 
Millican, Dennis D. 
Retention scheduling of electronically stored records 

Jan 1985 Vol.19 No.1 Page 38 
This is the third and final article of the series on extending records 
retention programs to include magnetic media. This article discusses 
retention scheduling of media from mini-computers micro-computers, 
personal computers, word processors and electronic mail systems. The 
methodology is adaptable to video and audio tapes, such as those 
generated by teleconferencing. 


Murray, John M. 
Legal considerations in records management 

Jan 1978 Vol.12 No.1 Page 25 
The final determination of legal retention requirements for company 
records must be made by consultation with legal counsel. The author, a 
practicing attorney in New York State, reviews some of the legal factors 
that must be taken into account by the records manager as s/he prepares 
retention schedules. While based primarily on New York statutes, the 
materials discussed provide a valuable guideline for items to be checked 
in any jurisdiction. 


Norris, Spaulding 
Quality assurance records for nuclear power plants 

Jul 1973 Vol.7 No.3 Page 22 
Each industry has its own unique characteristic when it comes to the 
matter of records retention requirements. Particularly in the case of 
organizations dealing with Federal Commissions, there are regulations 
in addition to the regular statutes promulgated by State and Federal 
agencies. This article covers a review of this situation as it affects the 
Atomic Energy Commission. 


Oliva, Mary Lou, CRM 
A profile for developing a records retention program 

Apr 1978 Vol.12 No.2 Page 29 
The long term effectiveness of a records retention program is dependent 
upon the manner in which the program is initially introduced and the 
completeness of the records inventory undertaken. This article discusses 
these factors and offers some valuable guidelines for those involved in 
initiating or reviewing retention practices. 


Raven, Ronald E. 
Appraisal Check Lists: Tools for the Records Manager 

Oct 1976 Vol.10 No.4 Page 26 
Proper appraisal of records is an essential part of records retention 
schedule development. This article covers the elements that are involved 
in this phase of records management and provides a very valuable 
concept, the appraisal checklist, for the records manager’s use. 


Rice, Robert D. 
Paperwork systems—Part VIII: Records retention and disposition- 
Climb to the top of the mountain 

Apr1977 Vol.11 No.2 Page 44 
There is no greater challenge in paperwork management than to develop 
a responsive records retention and disposition program. This article 
provides advice to make this challenge easier, based on the author’s 
experience at the City of Los Angeles Department of Recreation and 
Parks. 


Richman, Leo 
Practical Records Management 
dul 1972 Vol.6 No.3 Page 31 


Rofes, William L. 
Appraising Records with Joint Federal-Industry Interests 

Jan 1967 Vol.i No.1 Page 22 
The problems of records appraisal become quite evident when an 
analysis is made of the interests the Federal government has in the 
records of industry. 


Sanders, Robert L. 
Records Inventories and Scheduling for Small Organizations: A Case 
Study 

Jul 1987 Vol.21 No.3 Page 24 
The inventory and scheduling of a small organization’s records provides 
an apt example of the challenge to achieve large-scale results with 
small-scale resources. This article discusses how Pepperdine University 
responded to this challenge by appointing departmental records officers, 
by combining physical and questionnaire inventory techniques, and by 
using a microcomputer for processing all data. It also points out some 
serious errors that tarnished the results. 


Seiberling, C. W. 

Computer Package for Records Management 
Jul 1975 Vol.9 No.3 Page5d 

see AUTOMATION 


Skupsky, Donald S., JD, CRM 
Determining Litigation and Statutes of Limitation Requirments for 
Records Retention Programs 

Jul 1986 Vol.20 No.3 Page 40 


Skupsky, Donald S., JD, CRM 
Legal Issues in Records Retention and Disposition Programs 
Jul 1984 Vol.18 No.3 Page 72 
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Skupsky, Donald S., JD, CRM 

Legal requirements for records retention . . . the three-year presumption 
Oct 1985 Vol.19 No.4 Page 52 

Dealing with the analysis of laws which require records to be maintained 

but without specifying a retention period and those situations where no 

requirements are found even after extensive research. 


Skupsky, Donald S., JD, CRM 
Legal status of microfilm and other duplicate records, The 

Jan 1985 Vol.19 No.1 Page 64 
Despite the attention it has received in recent years, microfilm repre- 
sents only one specialized form of duplicate record. The law concerning 
duplicate records is much different than for original records. This article 
reviews the major laws which apply to microfilm & duplicate records in 
the United States. This law is fairly uniform on the federal level and in 
several states but may differ dramatically in other states and at the local 
level. Therefore, careful research in this area is necessary. 


Skupsky, Donald S., JD, CRM 
Legality of comy ter and computer output microfilm records 

Apr 1985 Voci.19 No.2 Page 44 
The widespreac: use and availability of computers in the last twenty 
years has forced the legal system to develop new principles of law to 
handle this tec]nology. Prevailing legal attitudes toward these records 
are reflected i: both statutes and case law. This article summarizes 
existing federal requirements for computer records. 


Skupsky, Donald S., JD, CRM 
Organizing the Legal Research for Your Records Retention Program 
Oct 1987 Vol.21 No.4 


Skupsky, Donald S., JD, CRM 
Researching the Legal Requirements for Your Records 
Oct 1984 Vol.18 No.4 Page 38 


Skupsky, Donald S., JD, CK 
Some considerations related w records retention requirements for tax 
records. 

Jul 1985 Vol.19 No.3 Page 56 
Most businesses maintain a large number of accounting records for long 
periods of time. During the first year, these records serve to ensure 
payments have been properly received or disbursed. As a practical 
matter, these records are retained over one year for tax purposes. This 
article reviews the principal federal tax laws affecting the retention of 
these records. 


Wrona, Eugene A., CRM 
Pyramid, The: An Analytical Tool for Records Retention 

Jul 1984 Vol.18 No.3 Page 38 
Taking a new approach to solve an old problem, the author introduces 
the pyramid concept-a graphic representation of the values by which 
decisions are made. The pyramid illustrates more clearly the interaction 
between information systems, providing the necessary support to deter- 
mine the value of records in order to develop an effective retention 
schedule. 


SELLING A RECORDS MANAGEMENT PROGRAM 
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RECORDS MANAGEMENT PROGRAM-PLANNING 


SPACE PLANNING 


see 
FILING EQUIPMENT & SUPPLIES 


STAFFING A RECORDS MANAGEMENT PROGRAM 


see 
RECORDS MANAGEMENT PROGRAM-DIRECTING 


SURVEY 
see 
RETENTION SCHEDULES 
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TECHNOLOGY 


see 
AUTOMATION 


TELECOMMUNICATIONS 


see 
AUTOMATION 


TRAINING IN RECORDS MANAGEMENT 


see 
EDUCATION 
RECORDS MANAGEMENT PROGRAM-DIRECTING 


VENDORS 


see 
RECORDS MANAGEMENT PROGRAM-PLANNING 


VITAL RECORDS MANAGEMENT 


see also 
DISASTER RECOVERY PROGRAM 


ARMA Milwaukee Chapter 
Survey of Vital Records Programs: A Summary Report 
Jan 1979 Vol.13 No.1 Page 60 


Bautsch, Gail L. Blount, CRM, CSP 
What You Don’t Know CAN Hurt You 
Oct 1986 Vol.20 No.4 Page 20 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Derry, George M. 
Vital Records Programming 

Oct 1967 Vol.1 No.4 Page 10 
Industry and government have long recognized the need to protect vital 
documentation against both man-made and natural disasters. This 
article considers some of the records protection techniques required to 
satisfy this need. 


Deslongchamps, Denis 
Vital Records Protection Program, A 

Jul 1972 Vol.6 No.3 Page 24 
This article presents a step-by-step approach to the development and 
installation of a vital records protection program. Of particular interest 
are the suggestions concerning acceptance of the concept by manage- 
ment. 


Donaldson, Richard C. 
Protecting the Business from Disaster 

Jan 1983 Vol.17 No.1 Page 33 
A careful examination of the factors to be considered in the planning of a 
vital records program and the types of disasters that must be taken iato 
account when undertaking such a program. The author also provides 
information on using records in evidence after a disaster. 


Edmonds, Frederic J. 
What Some Banks Did About Their Vital Records Program 

Oct 1967 Vol.1 No.4 Page5d 
Banking institutions have been among the leading proponents of vital 
records protection. A leading authority on the subject discusses what 
New England banks are doing about emergency records programming. 


Eulenberg, Julia Niebuhr 

Ink and water: the creation and dissolution of records 
Jan 1982 Vol.16 No.1 Page 18 

see DISASTER RECOVERY PROGRAM 





Gordon, Stanley B. 
VARS! Establishing a Vital Alternative Storage Program for Local 
Government 

Jan 1972 Vol.6 No.1 Page 22 
Protection of records is a matter of concern in all levels of government. 
This article provides excellent guidelines for the establishment of a 
meaningful protection program for local governments. 


Hambelton, William A. 
Vital records protection 

Apr 1969 Vol.3 No.2 Page 27 
A thorough analysis of the steps required to establish and implement a 
meaningful program of vital records protection. Special consideration is 
given to records classification and program requirements. 


Henn, James D. 
Some basic elements of a vital records program 

Jul 1974 Vol.8 No.3 Page 24 
A case study of how a major company, International Harvester, 
approached the subject of records protection. The author reviews the 
principal elements of such a program from its inception to the manage- 
ment of a vital records repository. 


Jenkins, O. Crawford, CRM 
Vital Records Protection-A Case Study 

Jan 1976 Vul.10 No.1 Page 24 
A company’s policy on vital records protection must be clearly defined 
and easily understood so that implementation of required procedures 
can be accomplished efficiently and economically. This case study of 
Plantation Pipe Line’s approach to the subject offers some valuable 
guidelines on how to succeed in this objective. 


Kane, Gerard J.. CRM 
A vital records program to insure survival 

Apr 1981 Vol.15 No.2 Page 54 
The practicing records manager should study the step-by-step guidance 
provided here to develop a program to ensure survival of the Organiza- 
tion’s essential records from destructive disasters--be they natural fires 
and floods or manmade wars and sabotage. 


Lee, Jack E. 

Microfilm and related systems: data protection the engineering drawing 
Jul 1970 Vol.4 No.3 Page 38 

see MICROGRAPHICS-SYSTEMS 


Lowell, Howard P. 
Preserving recorded information 
Apr 1982 Vol.16 No.2 Page 38 
see DISASTER RECOVERY PROGRAMS 


Moore, Robert W. 
Don’t make “Records” a game of chance 

Apr 1970 Vol.4 No.2 Page 31 
Natural disasters or acts of war have presented a potential threat to the 
security of utility companies’ vital records for some time. In recent years, 
a new hazard to utility operations and property has been brought about 
due to the outbreak of serious civil disturbances. This article presents an 
analysis of a contemporary records management system which recog- 
nizes the importance of vital records security. 


Nelson, Harold E. 
Fire Protection for Archives and Records Centers 
Jan 1968 Vol.2 No.1 Page 19 
see INACTIVE RECORDS MANAGEMENT-OPERATIONS 


Nielsen, J. R. 
Microfilm in an Uncertain World 
Jul 1967 Vol.1 No.3 Page 12 
see MICROGRAPHICS-APPLICATIONS 


O’Brien, John P. 
Information insurance 

Apr 1969 Vol.3 No.2 Page 24 
In order to prepare properly for the possibility of a business disaster, the 
records of an organization must be understood and decisions made as to 
degree of protection required for them. 


O'Neil, R. F. 
Are Engineering Technical Notebooks a Vital Record? 

Jan 1971 Vol.5 No.1 Page 30 
Determining which records to protect in a vital records program is one of 
the most challenging items in records programming, particularly as it 
concerns technical data. A record category of importance to engineers is 


Richman, Leo 
Vital Records Protection 
Oct 1972 Vol.6 No.4 Page 28 


Schul, John H. 
Program for Security Records, A 

Jan 1967 Vol.i No.1 Page 27 
Assuring the continuing protection of company vital data against loss 
from disaster is a key responsibility of the records manager. Here are 
some suggested program guidelines. 


Stender, Walter 

Records protection: National Personnel Records Center fire—St. Louis 
Jan 1974 Vol.8 No.1 Page 37 
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Weimer, Norman J.,CRM 
Vital Records in a Record; Management Program-LEC 

Apr 1976 Vol.10 No.2 Page 22 
A vital records program cannot stand alone. To be most effective, it must 
be part of a totally integrated records management program. This will 
assure a careful and meaningful analysis of all types of records and the 
utilization of the best methods of protection. This case study of the 
Lockheed Electronics Company (LEC) presents an example of such an 
integrated program. 


Wolff, Richard, CRM 
Snap, crackle, pop 

Apr 1985 Vol.19 No.2 Page3 
Often the“bricks and mortar” of an organization are protected by 
property insurance while the records are simply ignored. This article 
focuses attention on the varied risks and hazards records may be exposed 
to and the need for implementing an emergency preparedness program. 
It identifies policy, selection of “Vital” records, methods of protection, 
determines an appropriate records storage facility and concludes with 
fire drill testing of the program. 
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AlS-Computerized Records 
Management System (AIS-CRMS") 


The software manages records retention and record centers. Included are 
automated assignment of box locations, automated destruction, box 
contents indexing, request processing, records out-of-file monitoring, liti- 
gation support, vital records control, active records inventory, media 
management, cost allocation, keyword retrieval and many other features. 
AIS-CRMS is programmed in dBASE Iil PLUS for PC-DOS and MS-DOS 
operating systems. The system can run ona single microcomputer or up to 24 
workstations and 300 megabytes of storage using Novell Netware, 3COM, 
IBM Token Ring and other popular networks. 


Other Systems Include: 


AIS - Uniform Central File System (AlIS-UCFS") 
AIS - Uniform Department File System (AIS-UDFS”) 
AIS - Drawing/Aperture Management System (AIS-ADAMS"”) 
AIS - Jacket Information Management System (AIS-JIMS") 


For more information, Assured Information Systems. In« 
call or write: 
P.O. Box 947 
Chadds Ford, PA. 19317 
215-459-0711 
dBASE III PLUS is a trademark of Ashton-Tate 
Netware is a trademark of Novell, Inc. 
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Using the AMS Foundation’s study on “Managing the Office — 1990 
and Beyond” (1983-85) as a launching point, it examines recent trends 
and developments in the four original subject areas: people. workplace. 
technology and strategy. Combining current research, surveys of OA 
users and interviews with leading OA specialists, this authoritative work 
illustrates how we are moving — slowly but surely — toward the fabled 
“automated office of the future.’’ 
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